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"What can wv do alnnii ii?" "Ihil will anylliinii wc do ivully make a difference?'* 
"Isn't that just a technical prohlem'.'" "Mow can we lind out?'* "What do we really 
want . . . what kind ol' connmmity , . . water rest^urees , , , environment , . . 
society?" "Can we get help?" 

Since 1965. the I.eaizue of Women X'oters luIiicatitMi Fund (LWVHF) lias been 
helping selected groups of comnninily leaders make a start ttnvard finding answers 
to many questions about land and water. Under a training grant from the OHicc of 
Water Programs of tlie Hnvironmental I'rcnection Agency, formerly the Federal 
Water Quality Administration (FWOA). U.S. Department t)f the Interior, the Fdu- 
cation 1-und has sponsored seventeen thrce-da\ :.^minars under volunteer leadersliip 
on problems of water quality and related land use in major river basins, lake 
basins, and coastal areas, More than 14()t) men and women of 40 stales have taken 
part. A number of the seminars have inspired local iinancial support for later 
meetings along similar lines. Several thousand persons have been served through 
these and other follow-up activities, 

In 1967. the Fducation F-'und, with the assistance t^f a giwnt from the FW^OA. 
published Land and W'airr jor lonionow — T raininj^ Community Leaders: A 
Handfu/ok, This guide for planning river basin seminars under volunteer leader- 
ship outlined a seminar technique through which selected leaders could learn how 
to go about broadening the knowledge of their own citizen groups in cooperation 
with others so that the whole community might be informed. 

Public interest in the quality of the physical environment has exploded during 
the si.x years since these seminars began. Federal laws have established new policies 
and programs. News media have vastly expanded reporting on the nature, extent, 
and elTect of pollution, Organi/.ed citizen activity has surged to unprecedented 
levels as citizens strive to prevent environmental degradation, demand innovative 
legislation and even ct^nstitutitMial amendments, press for new privileges of litigation 
and for new criteria against which to. measure "economic benefits." 

Greater challenges lie ahead. As interrelationships between all aspects of the 
natural environment become clearer, their complexity grows more bewildering, 
St^eicty faces basic questions about economic and population growth patterns and 
their eflcct on energy supplies and land use. It is vital that informed citizens every- 
where take part in these grave social and political decisions. 

A method of bringing diverse gnuips of citizens together to survey the many 
aspects of an environmental problem is therefore even more useful todav than 
in 196.^. 

This new edition of the manual on planning land and water use seminars for 
citizen leaders draws on FtiucatitMi I-und experience gained through seventeen such 
seminars. It updates information on governmental and institutional tools useful in 
citizens seeking solutions to their water resource problems. Organizational tech- 
niques outlined in it are adaptable [o small local conferences, nuilticounty or 
statewide projects, or e(niferences of nati(Mial scope. They are ix^iAo ' useful in 
arranging meetings for leadership training on any environmental problem. 
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INITIATING THE PROJECT 



(;()AI S AM) S( 0!M: 

in uiulcriakinii a |)i'ojcc[ oi} cnviit>iiinciiial c|ualiiy 
o\' any i^llicr siihjcct. a group nuist first decide on its 
Dhjcclivcs in relation to an icicntilicci need, determine 
what kinti of prt^jeet would best rullill lliose ohjee- 
lives. anti llten tlraw up a plan of operation, ineluding 
a hutlget. 

In its lanti aiul water seminars the ohjeclive of liie 
League of Women \'oters lulueation Fund has been 
to meet the neetl for nuM*e public understanding of 
ami support for wise use of land an«.l water resources. 
The League has obsers'cd tiiat resitlents of dilTercni 
states oi" regions in a river basin, or a problem-siietl 
are often unaware of each otlier's needs and unin- 
ftMined abt)ut the multiple elTects stemming from 
abuse o\ land or water. Sometimes people are un- 
aware that a ptillulion or use problem exists. Busi- 
ness, civic, inilustrial, agricultural, conservation, and 
other grt)ups lack communication ehannels by which 
to ilisctner mutual interests ami areas of pt^ssible 
agreement, I'.ven well-csiablishcti groups are some- 
times unaware o^ upcoming tiecisions alfecting the 
environment in their own area or unetpiippctl to par- 
ticipate in decision-making. Many organizations un- 
derstand the need and opportunities for citizen in- 
vtilvement but (iml the problems so ent^rinous that 
sorting out priorities for attentitm seems inipossible. 

The lulucaiion I-untI has sought to inform com- 
munity leatlers and stimulate them t(^ show their own 
i)rgani/.alit)ns anti other gi'oups how [o take a nuMc 
elfeclive part in die land and water tlccisions facing 
their areas. Where involvement t^f citizens i> alreatty 
sirtMig, the [-.ducalion Fund seeks to help them en- 
hance tlieir elleeti\'eness as the\" seaicli \'oi' new solu- 
tions. perhaj)s across established iurisdicliiMis ov con- 
trary to traditions. 

The basic format it has used to these ends is a 
series o\' three-da\' seminars lov participants drawn 
from diverse grouj-^s throughoiu the geographic area 
oi concern. I-ifty participants has provetl to be a 
gooti number- large eiuuigh to be stiinulaling anti 
representative and [o establish a nucleus of informetl 



I 

leadership for future educational activities through- 
out an area, yet snudl and flexible entuigh for group 
discussit)!! and eas\' st^cial tnixing. Participants are 
not asked to pay their expenses, for two reasons: 
planners are free to choose participants for potential 
leadership rather than ability to pay, and participants 
feel responsible for follow-uj:) activity, 

Fach seminar to date surveys water resource prob- 
lems specific to a hasin or regit)n, outlines govern- 
mental functions and legal framework relating to 
water management in the area, and presents examples 
ami tcchnic|ucs of citizen actit)n. To encourage a 
spirit of genuine inquiry and uninhibited exchange 
t)f views, no votes arc taken, no resolutions passed. 

To stimulate interest in follow-up ami spark 
ideas between regit^ns! LAND AND WA'IFR 
ROUNDUP, an informal newsletter, is sent to semi- 
nar attendees for two years, 

MJNDING A SEMINAR 

if a proposed project re(|uires funding from outsitle 
'■ourees, the organizing group shouki inquire of pro- 
spective donors whether they will entertain a request 
for ;i grant. 'I'he organizing group will then prepare 
its proposal in the formal preferred by the interested 
foundation, government agency, corporation, or in- 
dividual, following any guitlclines the prospective 
tlontn" suggests. 

A proposal tl escribes the nature and source of the 
problem to be addressetl, points out the nectl for the 
project, states the objectives, lists the anticipated ac- 
complishments, anti presents a butlget. The plan of 
operation sliouki be outlincti in some iletail. 

The ctmtributions which the applicant is prepared 
tt^ make in money and volunteer time and skills 
shtuikl be statetl ami (Inancial needs explained, 

i)KAW!N(; HI* A Bi i)(;i:r i'KOPosal 

i'lie cstiniatetl butlget acct^mpanying apj^lications 
for funds for three-day seminars slunild inclutlc 



4 



travel, meals, ami lodging lor seminar parlieipanls. 
eonimillce. and speakers; printing and ininieograph- 
ing. long-distanee telephone, elerieal work, postage, 
other loeal expenses for [)lanning the seminar and 
for encouraging follow-up activities: and cost of guid- 
ance and help needed from the sponsoring group, 
including . travel, stall salary and oHice expenses, 
long-distance telephone calls, mailings, etc. (Detailed 
budget guidance will he found on page 37.) 

All local ciuiimittee members for Education Fund 
land and water seminars have been volunteers, but 
postage, printing, travel, and other expenses they in- 
curred lor the seminars ami follow-up activity were 
()art tif the project budget. 

SKLIX TINC; AN APPROPRI.A I K ARKA 

In selecting areas for s[)eeilic projects, consider 
questions like these: Is there one outstanding eom- 
nuin problem which recurs over a wide area? Is there 
public ct)nccrn about a regional environmental prob- 
lem? Is there an issue that [)rovides a focus for citizen 
ctineern*.' Can a region be defined large enc^ugh to 
encourage a regional approach yet compact enough 



so that seminar participants can keep in touch with- 
out [)rohibitive travel expenses? Is there need [o 
bring together widely dispersed residents or oppos- 
ing interests for discussion of a watershed on which 
they all depend and which they all alfcct? 

The intensified ctTort possible in a small area is 
tempting, but this advantage should be weighed 
against the need to find basin- wide or regional solu- 
tions to environmental problems or against the wis- 
dom of serving a larger area within which problems 
are similar. Travel facilities and costs must also be 
considered. Are travel a)nnections within the area 
reasonably good? 

For most local organizations, the geographic area 
of concern is nl ready established. A national orga- 
nization wishing to initiate a project in a particular 
region must make sure that local leadership is 
available. A competent general chairman able to 
devote substantial time to the project is essential. 
For example, when the Educntion Fund is exploring 
the feasibility of specific land and water seminnrs, 
state Leagues of Women Voters in the areas under 
consideration are asked whether they would be inter- 
ested and whether 'they could suggest trained leaders 
to form the core of a regional planning committee. 
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COMMITTEE 



SEITING HP THE PLANNING 
COMMITTEi: 

Lcl us assume that \\ni — the sponsoring group or 
urgaaizalion — liavc decided to hold a seminar, liave 
roughly defined the geographic area and ilie ihenie. 
anti have found a general chairman. Careful seleeliun 
of the phinning commiliee is ilie must imporlanl of 
liie general chairman's first tasks. 

1'hc key ingredient df League of Women .Voters 
F.ducatidn Fund seminars, the liringing together of 
diverse and sometimes conflicting interests in a work- 
ing situation, is applied first in formation of the plan- 
ning conunittee, 

A planning conuniitce for a seminar should in- 
clude both sponsor ami nonsponsor members — men 
and women — witii a range of occupational and avoea- 
tionai interests, all drawn from the geographic area 
covered hy a seminar. 

A total of 15 to 20 membcs has proved to be 
effective. Too large a group becomes unwicUly; too 
small a group lacks the variety of viewpoints and 
the manpower needed lo do the planning job, A few 
well-known persons lend prestige, Init the committee 
is essentially a working group, with each member 
expected to do his share. 

For an interstate seminar, each state involved 
should be represented on ihe planning committee, 
preferably by both a member and a nonmember of 
the spop'-.oring (M*gani/.ation. The major areas within 
a region, too, should be represented if possible. This 
representation helps in recruiting participants from 
each location, in gathering background tlata, in ob- 
taining speakers, and especially in planning program 
content and in follow-up. 

Committee members should know who are the 
local civic leaders, who helps to form opinion, and 
how key elements of their governments work. Rach 
member should be sensitive to the needs, interests, 
and prejudices of the area he represents but be willing 
to c<n)pcratc with other groups. 

In the search for nonsponsor members of the plan- 
ning eonnnillce, the chairman will have the advice 
and help of the sponsoring organization and should 



seek .suggestions from university, civic, conservation, 
and oHicial contacts. From these recommendations, 
several experts from the region to be covered by the 
seminar, representing various interests concerned 
with water quality and water resources (or whatever 
the subject may be), arc then asked to serve on the 
planning committee, Later they attend the seminar 
as members of the committee. They bring diflerent 
points of view, and their participation assures broad 
support. 

Members of a university faculty, conservationists, 
and representatives of state or regional agencies can 
be helpful in developing the program. So can repre- 
sentatives of important businesses or industries in the 
area, whose help in recruiting participants from the 
lousiness eonununity will be indispensable. A news- 
paper editor has useful sources of information and 
publicity outlets. If there is a present or potential hu- 
man health problem, include a medical doctor. Sev- 
eral skills, much knowledge, and considerable effort 
go into a successful conference, and plaiMMng com- 
mittee members need to understand that in accepting 
the invitation to serve cn the committee, each is 
agreeing to accept and discharge particular respon- 
sibilities. 



MEETINGS OF THE PLANNING 
COMMITTEE 

Two meetings of the full planning committee are 
necessary, with a third if it will be productive and 
the butlget permits. A full day .should be allotted to 
each. The first meeting should take place about six 
months before the probable date for the .seminar. 

To -settle many details and save planning com- 
mittee time, the committee mcmliers belonging to 
the sponsoring organization should meet the day be- 
fore for preliminary planning, tentative assignments, 
di.scussion of the budget, and briefing on guidelines 
and administrative network. 

The first full planning committee meeting is the 
time to di.scuss project goals, firmly establish the 
geographic boundaries, and elicit both expert and lay 
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A CHECK LIST FOR 
GENERAL CHAIRMAN 



Help select a Ivihmeed. represcnialive planning 
com mi lice 

Make all suhennmiittee assignments 

Hstablish workable lines of eomnumiealion with 

all eommittoe members 

Set up a lime sebediile and see that it is followed 
Make final decisions on motel, letterhead, print- 
ing and mimeographing, date, location and agenda 
of all planning meetings, etc. 
Supervise and coordinate all mailings 
Attend all program committee meetings 
Sign recruitment letter 

Conduct meeting of planning committee on night 
before seminar opens to review all program and 
arrangement details 

Establish adequate method to handle seminar's 

finances and keep accurate records 

At seminar, be available to greet participants, 

open and cK)se the program, introduce a speaker, 

or whatever is required 

See that thank-you notes are written. 



views on the nature and dimensions of the prob- 
lem (s) the seminar is to deal with. Topics to be cov- 
ered and iiamcs of good spcakei s should be proposed. 
Recruitment should be discu.ssed thoroughly and 
apportionment of places among the geographic areas 
decided by the committee. Members should be asked 
to suggest organizations and individuals to be con- 
sidered in recruitment and kit material to be solicited. 
Initial recommendations for publieily, public rela- 
lion.s, and recording the .seminar should be sought, 
and there must be some diseussio;-, of follow-up aims, 
(See following chapters for more detail,) 

In this fust meeting the location and firm dates 
of the seminar should be settled if possible, subeom- 
miHee assignments made, the budget outlined, and 
ctimmittee work schedule set up. At its conclusion, 
everyone should know who is going to do what. 
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At the seconi-l full nieeting ihree\or four months 
later, but no hit^^r ii^in two nionths before the semi- 
nar, the committee will sclcel participants from the 
list t)f nominees, review the j^rogram, and j^^lan for 
publicity and kit^. Decisions on whether lo tape the 
conference and iiKnu whether to publish. a summary... 
or report are nui<Je fmal at this time. Here is a good 
opportunity to discuss follow-up oppt)rtunities, 
j-jlans, and arrangements, and perhaps to set a dale 
for a post-seniiiiiir evaluation session. With all meni- 
bers up to date't^Mi seminar prospects, any required 
■policy decisic)fis niay be made by the committee at 
this lime. 



GI NKRAL Cir VlRMANs DUTIES 

The GENHRAI CHAIRMAN will want to have 
probable committee assignments and a tentative work 
plan in mind bu'lore the first planning meeting. In- 
deed, he should' in consultation with his organiza- 
tion, insure that needed talent or experience from the 
sponsoring organisation will be available on the com- 
mittee and that certain key niembers are willing to 
assume specific responsibilities, particularly for pro- 
gram, recruitment, follow-up, and publicity. 

The general chairnian should send out an advance 
agenda, well bc^f'orc the first planning committee 
mectinu, and asK conimillee members to come pre- 
pared with certain information. 

The general chairman will niaintain close super- 
vision over all acclivities of the planning committee, 
chiefly by mail o'' iclcphone. In consultation with the 
sponsoring organisation, the chairman makes final 
decisions on all niattcrs of policy and on important 
details. As an cx-^fficio member of each subeormnit- 
tee, he should receive copies of all correspondence. 
As project coordinator, he will keep members up to 
date on what eacb subcommittee is doing. This inter- 
communication if? imperative where committee mem- 
bers live in different states, 

^riie chairman •'^hould have administrative ability 
but need uo[ be n -Specialist in water resources, (Such 
specialists are e.<*^cntial, of course, on the program 
subcommittee.) He will probably need some paid 
secretarial help to hnndle the correspondence and 
sliould have access to mimeographing, addressing, 
and mailing services. 

The chairman ^^Pproves all local expenditures and 
keeps an accuriilc record of the running budget 
Ixilance. 
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SUBCOMMITTEES AND THEIR DUTIES 



These .Mil)eommiHee.s jire recoMimended: 



KecniihncnJ CoinmiUee 


P' 
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I'ro^nnii CoiUenJ CoiiiniiUee 


P- 


21 


Follon-up ConiiiiitJee 


P- 


28 


Arnmj^emenJs ( omniiUee 


P' 


29 


Kits CommiUee 


P' 


32 


Publicity ConimiNee 


P 


34 


I'rinJin^ uiul Mimeoj»riipIiin^ ConiiiiiUee 


P' 
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alsn be scLTCtMiial ;iiul linanciiil iliitios to assign (p. 37). 



Work on siilvumiiiittcc assii;nmcnts must Ix-yin promptlv alter the fust planning 
amnnittcc meeting and eontinue tiirouglun.t the planninu period, during which 
time tile program, reernitment. and loilow-up suix-onimit''tees will neeii to meet 
se|-)arately. 

Committee ehairnien are normally selected from members o( the sponsoring 
urgam/.ation who are on the planning eomniittee. Other planning committee 
members serve primarily on the program ami recruitment suhco.nmittccs. although 
sometimes one of these members will volunteer to eheek motels in his vicinity or 
liclp get WKler press coverage, etc. Nonsponsor members help in other ways, too 

lor instance, by recommending material for kits, obtaining materials in quantity, 
anil |irovnling audiovisual ei|uipnient ami operators. 

C-omniittee assignments may have lo be adjusted after the planninu eomniittee 
lias ilecidcil on the location for the seminar. "Ihc arranuenients chairman for 
example, should live near the selected site. If the site is in or near a large city, 
usually the public relations chairman should be from that 



area. 



riiere will be paper work for all. much correspondence, many telephone calls 
At least one crisis is inevitable for every big project. But past conmiittec members 
have lound the returns well worth the work. Newly aroused leadership inspires 
new thiiikmg and activity in the area. I hc local sponsoriny oruanization receives 
new reeognuion and linds its contacts greatly broadened. Individual eomniittee 
members widen and' deepen their owti knowledge and backuromid while develop- 
ing new skills. Most iniiioiiant. new alliances are l\)rged. 

n 



COUNT-DOWN FOR MAJOR PLANNING STEPS 



SUBCOMMirrEES 




Firsl meeting full Planning Comniillcc 
Decision on locution, dcfmilion of scope, 
organization of subcommittees 



/Prepai'ation of I'ccruitmcnt brociuuv. nomination 
. /' form 

■ J^escrvation of meeting space 
' ...Assembling of recruitment list 
" /Decision on program framework, follow-up 
/Budget 

/ Send out recruitment brochure \v/ nominating 
/ forni. tentative program outline 
' .Collect possible kit materials 



• . Deadline for nomiiKttions 

Secure all speakers, order visual aids 

-Choose participants — send them acceptance form. 

room reservation slip, list of participants 
Notify individuals not selected. and all 
organizations 
, \..-"Select and order kit materials, advance study 
\ \ materials 

\^ Draft problems for discussion sessions 
\\/MaiI to participants: publicity request, 
/("financial instructions 
y \ Final arrangements, menus, etc. 
L 'Print progi'am 

Send out advance study materials 



Prepare fmal kits 

News announcements to media 



Planning Committee arrives 
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6 MON I HS 



5 MONTHS 



4 MONTHS 



3 MONTHS 



2 MONTHS 



1 MONTH 

2 WEEKS 

1 WEEK 

I DAY 
SEMINAR 
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RECRUITMENT: WHO AND WHY 



On his coiiiniiticc, the RECRUi TMENT CHAIR- 
MAN needs at least one person from each state or 
loeale. The chairman also needs access to a mimeo- 
ijraphini: or phoiocdpyini; machine, stationery, ami 
lots of stamps. 

WHO SHoi I.I) hi: invu kd 

Solmions to resource problems often entail social 
and political ticcisions with wiilc implications that 
need to he understood in the connnuiiity. Seminar 
recruitment systems ;irc dcsiL»ned to locate and al- 
iracl citi/cn leaders from diverse sciiments of the 
conununity. leaders who can heiielit from an oppor- 
tunity to learn more ahout land and water, govern- 
mental structure, or cili/.en elTectiveness; who will 
also heneiii from an increased understanding of the 
conllicts anioni* each other's interests; and who will 
in turn stimulate their own colleagues ;ind constitu- 
ents to take an active and concerned role. 

(Jettint' the right participants is vital to the suc- 
cess of this type o\ pn^jeet. They should he present 
nr potential einnuumiiy leaders representing varied 
economic, occupational, geographic, and avocaiional 
interests, with varied approaches land ami water 
resource use. I hey should have follow-up activity 
imtlels that will enahle Ihcm to reach business, la- 
bor, civic, professional, industrial, or agricultural 
groups, the news n\edia, ;md educational services, 

i'xamplcs of lay participiuils whose organizations 
have an interest in related matters might inehule a 
maimfaclurer whose industry rcijuires water: a devel- 
oper wliose business involves land use, reipiires 
water supply and sewers, iuul allecls land and water 
resomccs; a labor Icadc; a professional wlu^se af- 
(iliatiims are wiih planning* design, or engineering of 
larul or water projecis; an editor whose newspaper 
neglects such issues; an (^llieer of a preservalii^n or 
garden sneiety thai lias woi become involved or 
clleetive in broader cnvironmenlal all'airs; a niayor; 
a teacher; an inner-ciiy resident; a liiw shulcni; a 
rancher; a retailer; a banker. 

An expert, loi), nun benelii from insight into the 
social and eeoniMnie ;ispeets of competing denumds 
on availabli' hnul and water or inU^ the workings of 
governnicnl or the dsnamies of citi/en action, A 



slate legislator who serves on a committee deciding 
on any aspect of land- and/or water-use policies 
usually appreciates the opportimity to view the 
whole scope of problems presented. He can put the 
information to good use as well as leaven the discus- 
sions. Young people and representatives of minor- 
ity groups may add important points of view. In 
short, the committee • beyond the 

water and conservar 

Good questions ,| -igesicd par- 

ticipant are: "VVTi <; lo the seminar? 

What can he take aw a; . 

Choice of participants must be related to goals of 
a particular seminar, Rach planning committee 
should adapt and expand these guidehnes to fit its 
own situation, trying to avoid having too many ex- 
perts, ollicials, industrialists, or conservationists. The 
committee should bear in mind that these categories 
will assuredly be represented on the faculty, too. 

D 

sKMX iiN(; nil] rAunciPANis 

Developing a list of or^ani/alions within the seminar 
area 

The lirst step in reeruitnieiit is to collect names of 
organizations active in the seminar area and in- 
terested in land and water issues. In this, the recruit- 
ment chairman needs everyone's help. Before the 
lirst planning committee meeting, someone from 
each state slionUI be asked to assemble a current, 
eoniprehensive list of organizations in his st-te, If 
organizations are to be asked to send names of 
nominees (see p, 13), the current president's name 
and address will also be needed. 

Among the obvious organizations are elianihers 
of coninicree, garden clubs, intlustrial groups, sports- 
men*s clubs» farm groups, labor unions, conserva- 
tion organizations* student and other youth groups* 
teachers, and service clubs. 

Thr Consvmttinn Directory, issued annually by 
die National Wildlife bcderalion* the three-voiuni'e 
I'jH'sclopciHa of /(.v,v()rm//o/;A™available at univer- 
sity and Inrgc city lihrtiries^statc yearbooks or pid^- 
lic allairs directories put out by the General Fed- 
eration of Wonien's Clid^s and chambers of com- 
merce, IcK-al library listings, and the woincn*s, state* 
business* and farm pages of local newspapers are all 
siuirces of this kind of information, 
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WHO NOMINATES? 



SOMi: Ol I l( lALS AM) ()K<; AM/A HONS THAT 
MAY in: ASKI I) K) NOMINA I i: PAUTK IPANTS 



Conservation (i roups 

Scientists and Engineers for Appalachia 

Audubon soeiety 

Cilizens for Wilderness Plannir , 

federation of garden clubs 

Nature Conservaney 

Hiwiroiunental eouueil 

Wilderness Society 

Mclls Canyon I'resL-rvalion Council 

Association of Soil Conservation Oislricls 

Sierra Club 

Stale Wildlife retleration 
Watcrshetl association 
Izaak Walton League 
Canoe cUib. hiking club 
Trout Unlimited 

Academic World 

Student government 

Water Resources Research Center 

Chairman of department — natural sciences, engineering, 

planning, political science 
Student CtMincil on Pollution and Environment (SCOPE) 
FDcan of faculty or law school 
Etlucation association 
School hoarti 
High schot>l principal 
Parent teachers association 

l*rofes.sioiiul Societies & Assochitions 

Engineering society: civil, electrical, chemical, mechanical 

Planners Chemical Association. ii\c. 

Cattleman's association 

American Institute of Architects 

Hoartl of realtors 

Geological society 

American Trial l,a\vycrs Association 
Farm Bureau P'cdcralion 
Ecological Society of America 
Association of liuid planners 
Association of landscape architects 
Wildlife Society 
.StK'ioty of American F-orcsicrs 
Occanographic institute 

Industry X Business 
I.umhcr mill, paper. p\dp 
Milling con^pany. mining association 
Chemical industry 

Petroleum nulusiry (and components) 
P'o(hI processing industry 
Text lie industry 
Steel company 
I 'dec trie power companies 
Highway planncts ami huddeis 
A^ptacidturc indtjstry 
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Large-scale farming 
Associated Industries of state 
Associated General C!ontraelors 
industrial foundation 
l-ishcr'cs association 
Resort association 
Marina buihlcrs 

Land developers — recreational, resu- i!,il, ct^' ' 1 
I'eetlk^t operators 
Saml. gravel intluslry 
onshore minerals industry 

Labor 

AI'L"CIO or area labor council 

United Steelworkers. Oil. Chemical *fc Atomic Workers. 

Unitetl Auto Workers 
State organizations or locals 

Hcnith 

Medi';al St>eiciy 
Nursing Association 
Dental Society 

(iovemnicnt 

State fisheries, wildlife, parks department 
Mayor, city manager, or city council 
Leader or speaker, state legislature 
Cjovernor 
Extension services 

Department of planning and community alTairs 

State health board 

Association of counties 

Water resources hoard 

River Dasin Commission 

Zoning commission 

Quasi-Governmental 

Economic tlcvclopmcnt district 
Regional planning commission 
Rural development district 

Civic, Service & Special Interest 

Women's organization 
Hoy Scouts. Girl Scouts 

I'uturc Farmers of America 
Lions. Kiwanis. Rotate*. Jaycccs 
Junior League 
Leoguc of Women Voters 
(Mti/ens or homeowners association 
American Legion 
Church or religious groups 

Media 

Newspaper publisher or editor 
Manager, television or radio station 
Outdoor Writers Association 



EKLC 



I'hc lisl ol' i>rtiimi/;iiioiis interested in land ami 
water use in a river basin niav nmnl)cr 250 ov more, 
from which fifty seminar participants will he chosen. 
Ihe selection can he made in a niiniher ol ways. 



Ohdiinin^ nominations 

\i»n}in(iti()fts' fnnn tlw n'cnatfncni and the planniHi: 
Ci>tnmittCi's ihe plannini: commitlee can assume 
lesponsibiliiy for nominating: the participants, iuieh 
committee mem!)er suggests names of organizations 
and individuals to he consiilered. acc()mpanying his 
suggestion with the fullest p>ssihle information on 
each, plus his reasons for the nomination. The re- 
cruitment Committee seeks out supplementary infor- 
nuilion and then meets u^ select participants and 
alternates to recommeml U^\■ the full committee's 
consideration. At its secoiul meeting, tlie planning 
conunittee nuikes the linal decisions. Invitations are 
then sent prt>mplly to the imlivitluals cluisen. 

Xoniinafiom in^fn sclcrwd on^imizniions In a 
variation of the tirsi method, the planning committee 

individually ami ct^llcetively — investigates each 

organization t>n the list to learn whether it has lead- 
ers who would he priMiiising participants. The plan- 
ning conunittee then selects lifty i^rgani/atitMis and 
asks each to n^Mninate someone to allentl the semi- 
nar, I hese nominees are then invited, 

\'i»ntifui!it>ns ironi fnauy ari^anizations Where 
Ihe planning committee does not know the area's luga- 
ni/alions or individual leaders well cntnigh to make 
direct selections, many organizations can he asketl 
tt» nominate participants from whom the planning 
ct)nmiiltee can ehoivse. 

A letter, signed hy the general chairnian. asks 
each t>rgani/ati(Ui to niuninale one of its leatlers on 
an enclosed form. An attractive reeruilmeiU hro- 
ehure and a tentative outline i^f the program explain 
the project, slinuilale the organi/ation\s interest, anti 
guide its scleeiion of a nominee. Include a list of 
planning committiv memher.s with their alliliations. 
Kememhcr the name and address of i(ie recruitment 
ehairnwui for returns. 

I'lach of these pieces shiMdd h.ive the approval of 
the general chairman, \tail them a! huis! iourHind-ih 
hidi tiuntth^ Ivforr Ihe seminar. Stale the deadline 
lor return on the form and in the Idler o^ hroehure 
ami set it at lcn\t (Wi^ und-adudi iinnuhs heforc the 



seminar date and twi^ weeks heforc the second plan- 
ning conunittee meeting. 

If, as nominations come in, some categories are 
undcrreprcsentet.. the recruitment committee sug- 
gests nominees. The recruitment chairman compiles 
information received about those nominuled and 
presents it to the plamiing conmiittee, which selects 
the fifty names tc^ whom invitations are sent. 

I he advantage {o this procedure is that it alerts 
whole groups to the projeci and confers organiza- 
ticmal backing on the persons selected. The'disad- 
vantage is finf many nominees nnist be rejected 
siui[)ly br fic number of participants is strictly 

'"iii^e ' 'C and occupational variety is 

^ougii \s I- .asons have little Ui do with a 
'^^^'^^"'^'^ -,i(ions, misimderstanding and re- 

sentment ma\ result. 



Preparing the lists 

Whatever the source of nominations, the recruit- 
ment chairnum prepares a list of nominees for re- 
cruitment committee and full planning conmiittee 
consideration. Nominees are grouped by slates or 
localities, with a thumbnail sketch of each— occupa- 
tion, background, interests, and organi/atitMi or per- 
son nominating him. Thorough background informa- 
tion about ncuninees who are members of state, lo- 
cal, ami regi(Mial boartls and conunissions is espe- 
cially neetletl. so that the planning conunittee can 
decide whether an ollieiars thinking will be so 
strongly determined by his private interests that he 
will heneHt from or add to the balance of the 
seminar. If possible, send the list to conunittee mem- 
bers before the second planning meeting. 

Kecruitment chairmen find it helpful to assemble 
intormalitui abotU each n<Mnince on a separate card 
with space for home town, occupation, professional 
training, tWlicial ami volunteer posts held, avocation, 
ami alliliations. My sorting the cards as nominees are 
eonsitlered. a recruitment chairman can quickly 
check (Ml get\uraf)liie. occupational, or organizational 
balance of the group. 



( housing those to invite 

In selecting the participants., the planning com- 
mittee will take into aceoura thvse factors: 

Is the nominee a leader of the organization? 
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SNAKE RIVER BASIN 



Land and Watet for 
Tomorrow 



A Seminar for Citizens 

Juna3-4-5,197i 
RodBway Inn. Boise, Waho 



A PROJECT OF LEAGUE OF WOMEN VOTERS EDUCATION FUND 



land and Wat€i lor Tomorrow in t 





Bttsm Program Topics 



The Snake River Basin in Perspective 

An economic commodity? An ecological community? 
NaturnI resources — what's in the basin? 
Human resources - - who's in the basin? 



Both*? 



Habitat of the Snake 

How (fo wo use imd misuse our land - forest - range - rural - urban? 
f-low does land uso affect water quality? 

How fTiiiy Iho Put)lic Land Law Review Commission Report affect the future of two- 
thirds of the basin's land? 

Water of the Snake 

How do»'s water law gov(un life in th*' basin? 

Who notuJfi the water municipalittos - farmers ~ power companies — sports- 
men industries - indivi.'iuair, wildlife — the Innd — - the rivr-'' 



\ Who Should Decide Our Basin's - ^ . ro? 

f Who's m c:har()e here - • Corps of : r : leers — Bureau Rocln^->ation — Sports 

i Fisheiit's ijnd Wildlife F'aoitic N " vost River Basins ConuTiisiii* ui — Environmon- 

? tnl Protection Agency'? Where ck h> citizen (it in? 

i5 What Arc the Costs ancf Who Pa} 

J What distinctive economics apply •> land and water uses? 

t-.' 

How Can We Koop the Snako Ativo'^^ 

'i Can we sol [)riorilios tor protcr-tmc) our most vital rt^source ■•• a healUiy riv()r which 

will mnnt all our noods? 

Participants will cfotcnmine trr^m the seminar's information the land and wntor use 
,i ^ (>rol)lems [^oftinont to then gt'Otuaphic areas 

What Do Citi/ons Nood to Kdcw lor !^uccosstul Acticn? 
j Hdw U) .j.^t itie fads - how to wot ..th , )vernmental .!;|»uicu's v.-. i private or^ar^ 

,.',jtM,iu; liow to qui laws - 1 «'"orrod - how to cjpv < public undrr- 

. iiifu; \\ Ihe altorn.ibvi*'. * ^"'1 JtMt use • ■ lunv to stif .tU* citi/on effd't 

ii..' in^ A^'.e use of the m t^sOUf'Mji 

What C>r Wn Loam f'roin (■.< ; los of Succos.'UnI and i nsuccossful 
C^'fccr/ Action? 
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COMMUNITY^E/^DEl^y CON^CRENf E 




CUI/tN'S' SEMINAK 
Cn.ist.il Uuids ,iruj W.ittTs 



Afjrd /. H. U. l'}/0 

ShHf.Hon Mvjrinit Inn, My.inMu Mj»\.ithu 




irAGUE OF WOMEN VOTERS EDUCATION FUND 



The rccruHment brochure to the left accompanied 
invifatibns to individuals selected as participants 
and was their first infomiation about the seminar. 
On this page are a brochure and letter asking for 
nominations, both to be sent to organizations. 
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l«t(u« of W<MMn Vot*tt IJuittlon YuM 



NOMXATitic row . 

; r<ir PirtUlpitlA« IM 

AJUtAinAS-WMITl-«C» ""I USIUS - MdWli «nd Urw#r f««Uon# 
M«reh 17, l». W, l»70 
Pott 9«lth, Ark«nia« 



I of at|*nliitlon> 



M iou» ormion, vwAT m wt ikjmiwi'j special QtuupiaxxoMst 
■aaMt fuUy.) 



la your »<*»«•• eontitni4 wUli * pittleuUr land or Mtir probliM in yout iriit 
If n., vtut ti Ut 



PUaa* ritura aoi litir tbin Jinutry Vi, W10 

3)49 Wait lltlt StrMt, 
Wichita, iUmii 67203 



Wilt >«»•*'' ntmln»i igr** to - 

1. {V> pr«U*ln«ry raiding (or thi ■•almitt (KititUli will !>■ (urnlaha4 tn 

■JWM* _ ■ , ■ . — — — — - 

a, At/<ii4l lU ••••Itni «f »h« ■••Initl^, , . 

Ptr(lBtvJal« will bi ••pt«uJ to e»tty th* iDfonucion ^alnad ■! ihi S#»lnir h*ck 
to thai* c(M«u«»ltlM *i>4 m rap«tt cm loci I *ctlvtty Cn th« plannlni eoMlttir 
ftv* rlB» to fl«i* f»» loehnlon In ■ ixraalattar to bo aont to »U pirilclpanli. 

!• twr ■iMkloBO «1>U ii*^ wlUint to corry out tKU pli«T 

!■ r«ur otpMlMtlnn ■bla to offer bl» Ochm ■■■■■t*nrB) 

* (PUaaa <oHttMua on tho otbor ■Uo.) 



WU r iUv |)l;^l^lnn^ unninilti'c luis si'IotU'il :il>out 3? p:»r- 07—^0 V ^ C ^ aJU . y 

ikipiMits, ionsi.lorinu anssscrs In i|Ui'slio>is likr thf.sc on Iho / - ^ Z--*^ • ^"^JTl 

;ihnM' Momin;itioii lonns. it p;uisi's to clu'ik nnIu'IIkt IIu' /L^AAsJtC*^^ i!^p€4^«jWtK. - xio*-^^^ 

. I 1. r I. K..: ...1 iUltiliii £ — 



tK'siriMl l»;il;iiui' 4>r inUrisIs is biini; ;ultii'MML (Kiuhl) 




he h.iNv iioiul oru;ini/;Uional connections 
or poicnlijl lor cllcctisc l\>llo\v-u}// 
Docs Ik- ah'LMJs liaw sonu- inicrcsi? 
IX>cs his i>ri:;nu/aiion agree lo cooperate? 
It he Is ah'eaJy an e\pert. slioiikl lie he con- 
siJcreil as a speaker panel member instead? 
K he rccepli\e to new int'ornuititm and clitl'ei'cnl 
poiiUs ol view'.' 
Ahoiit some nominees, tliere will he immediate 
.lureenienl. W hen the hst approaches M) or so. pause 
to Ku)k at ll)e oNcrall picture, is liie hst geoi^raphi- 
calls halanced.' K it balanced lor i»ccupalions and 
interests.' Sfvcial atlcnlion ma> be reijuircd lo obtain 
rcpresentatit>n from certain areas o\' interests. Chanues 
may be neeessar\ to louiul out the coverage, 

n»>n't expect 100 jK'rcent acceptance and do an- 
ticipate a tew tncNitahle last«nuiniie cancellations. 
Iheietoie, to have 50 j)artici[\mis. sent! i:i\ itatioi^s 
l(» M pcrsi>ns and amhori/c ihc recruitment chair- 
in. m \o select last minute additions t'ri>m a reser\e 

hsl, 



INM ! IN(; I III rAU l |( IPAN IS 

When the iuMMtion list is linn, the leei i :ent 
ehaiiinan niMitics those selected 1 etleis tv lem 
include 

:i Acceptance loiin. lo be sin/ they understand 
then ^■►nnnilmeni ;o attendance !or the lull three 
da\s .tiul to tollo\L lip acti\it\. IVittieipanis sign this 
loini and leturn i( lo the leciuitinent chairman. 

Uoonr rcsei\alit>n slip. Participants till t>iu 
this lorm and relurM it to the leciuitment chairm.m. 
\\ho (inais it i>\cr i" the ,ui angcmenls chairman 
c Minieograj^lie-.l list of all selected parlicip.ints. 
sMih then adiliesses .nul the names of organi/at !• his 
the\ lepicscnt i I lus list facilit.itcs car-ptx^liiig It 
can be sent with the latei j^ieseminar mailing de- 
sciibcd on p. }\.) 

<i A nii^ic detailed lisi ol spe.ikeis or progiam, 
il ieatl\ .nul funds pel nut 

ll nominations wuie icijuested Iumu oigani/atioas, 
the leci lilt inent chauman also notifies: 

I liuliNiduals noi selected. b\ a personal Icii 
- I ach oigam/jiion \\hose nouuiiccs \seie i 
scK\tcd. sMlh a comteous e\planation of the ica 
^ < ii iMni/.n ions whose nominee was seleei. 



CHECK LIST FOR 
RECRUITMENT CHAIRMAN 

C'oortlinate with ucneral chairman of planning com- 
mittee on all mailings 

Collect names and addresses of interested orga- 
nizations, with name of current president or executive 
oiricer o\' organizations to be asked lo nominate 
Send recruitment letter or brochure, with nominat- 
ing form (if (his method selected), or 
Collect names and addresses of individual nominees 
and coordinate research of rccruilnicnt committee 
( if this method selected) 

Make list t>f nominees, with thumbnail sketch of 
background and alliliation 

Help planning committee clnmsc 50 participants 
Invite those selected (and notify those not selected 
if thirtl method used, as well as the organizations 
which ncMiiinalcd ) 

Linclose bioehure, rcser\aiion and acceptance forms 
Compile lists of participants with addresses and 
organizational alliliation, to mimeograph for kits 
List for follow-up cliairnian those not selected 
Work with general, publicity, arrangements chair- 
men, gi\e lists to kits and follow-up chairmen 
Help with registration at seminar 



ADAn iNC UIX lU ITMIM rU()( KDl Ki:,s 
lO M.KDS 

All rccrintment jTroceduies can be altered in se\- 
eral ways, bor example, to reach more widely inli^ 
the ctMnmimiiy, nominations of members of the 
spiMisoring organi/atii^n are strictly limited, though 
its local cliafMers sluMikl be askctl h^ nominate peo- 
ple from their towns, j !i>wcver, particularly well 
i|uali(ied members from the spi^nsoring iM'ganizatioii 
may be acceptetl as lUMiiiiiees. 

(i' Ographic balance is desirable, but for some 
scinnars il may be appropii.iie to weight rejuesenta 
lion toward a particular loL^hlu 

bach planning committee should adopt (he recrui 
menl method suitable for its members and its area, 
bearing in mintl that the goal is [o achieve leadership 
representation friMii diverse aiul conlliclinu iniercNis. 
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LAND AND WATER SEMINAR 



ACCELERATED GROWTH ACCELERATED EROSION 
Sediment, Our Wasted Wealth 

Ajiril li, l'j71 

fiear :< <:<.<:<:<:< : 

We art? (ileaso<! to invUo you lo j Laiui anil W.itor vietninar at the 
B,iltifT'.>re V».';Jt JJolliiay [nn, 'itartini; .il 9 :i)0 A.M. Tnesday, May L"i , 
and entlin^i at :00 P.M. TImriid.iy, Miy 2 7. The :>u:iintir ia finnnccd 
*in<!*!r n }.;rnnt troin toe Water t^iinlity OCt'icc vif tae ilnvl ronmental 
I'routic c ion A>;enc y. 



Knc u 



sod i ii 



..... i^,;.,... ,,^rioral uwtline of the [)rt)p*)sed pro^'.raiu whicli will 

<:iJiu-oru uriiari -iiulmrbaii uri)si.)ii aiiil >-.ed ImciU at i on problL'tns atul solutions 



A di :iL 1 i\i\u i i 



f at u 1 1 y ti.is .»j',ruoil to .serve. 



s 1 1 mu 1 a t Q r y of 



i 'ii-'usiii DM , ;in 1 yo\i arc one nf tiUy cotmiuinity leaders I" rori Marylan<S, 
Vir^»inla atut ■. lu District of Columlila who havr !)L't'ti snlocted to par- 
ti* ipate. Irtc invitation list i £> di- U i)et at e 1 y -s:;iall and carefully 
<:!io:ii>n ! 1 aU:'-' a fret? flow .t( i^leas fri>m i m-M •.' i >'.un 1 s wita a wide 



n ti . V Li) aid tlwu I'.i; .i.irL 1'*^ I'^^i t- ' ■ ' to provide trans- 
portation ail 1 I. ur;i:iodai ion e;-;ptM; .t.*^ . V'o facilita'.e the nakinn of 
final arranv.t!! leni :> , wu ask t;!at you rrply to oiu invitation on the 
eiicloiiOi! ci\v<\ by ftiestiay, April iO. 



Wu l.iok forw.ird to ynnr .ittendaiue at tlii^ 
Your pror.ence will lielp a:jsure its :an:ce.sH. 



^tt'minar on May 2b, 





SNAKE RIVER BASIN - today and tomorrow 

Seminar on Land and Wster Use 



:8;5 *i'iiin:>ml«fMl Ontn 
Uiitha >tltt iiuru ^J401 




Vou Lii' invitrd til l>L' «>m; of 5(1 pai'ticiiiants li'or 
tn altt'nU an t^\|M'Ms^• pan! tliri'f -day soriiinar on land nui v. 
llm truM'tln^i will 1)1' lu'lii at tlir |{ii(li<\vay Inn in lJuisf. ld:d 
TliUi'sday llu'ouv^h mid- attiM'tu>un Saturtlay. 



Ijaho, ()r^>^;un :uul U'a.sliiDuton 
»'f list' in llu' Snakt Kiver Hasin, 
. .Imu? ;i-.'», lioni mid-iuornin^; 



Kt*y dt'oistons ror Ihti .Snakf Mivt-r Mas in on piv- nt ami lutiin^ ii.si's oi land and 
wattM* :u*r constantly In'tni: made. Ai? a conrrniniily leailfr >ou will In? n^urt? and mor<.' 
iirvolvi'd in nnikiiiK' thosr li'M-islons that will aflucl the livir- of us all. Tills stMUinar , 
siionsorcd Iry tlu^ I,t'a^;iu' \Vt>nu'n V'oti'rs I'diujatiun I'urul. providos an opiun lnnity loi- 
yiiu hi olrtaiu hUormatioti irunr outstanding: profosHitmal iK ^plf in tlu' liolds of land and 
waii-r inanannnii'Mt. Yau v,dl nu'ot li-adiTS fi'onia wiih' varu'ly uf a(;ti\ itios arul intrrcMts 
ir) tlu' Snak«' UUtM- Hasin ind Im* ahU- lu f'xt'lla^^;n nh as with tlu'hi. Tlic iMiflitstnl luMicliur-r 
iill'i I's :iddltlonal dutnil . 

I'r'avtd, h»uii i |lMl^^lnl; fonts arr lu-nii; prtJVidfd lrt>ni a inodost ^raid to tin' 
l isu^ni' frtitn thr Watt-r i illty ( itlit'i- td" tho Kuvironnn-ntal l'r'o|i.>L'lioM A«t'nt:y ^ U ;us hin^ioiK 
1). (', In t»r'ii r tn invol'.*' this larn-.o a i;i*iHip <if particijiants in Ihr seminar, wc arc askuu-, 
that I'losr li ; u', in thr ^ iinr an' t trranK** to tiawl toi;rthi i wIhm'i' possdtU'. A list ol 
all par-tuMp 111' . will In- tiKnU'd '..m \:\\vv. 



l\o))c tins ♦MniM.L^ ' 
nutri' tull V t'"' foi'iadat Mil U't 
fhi'liiu; ' i: ' ihi' tiiialuv o| thr;; 
pri»Kl'aiii ■•' iirduln inrhalrs ni'u \- 
and thi' p 1 1 ; h'I pant s . 



ill assist citl/Tiis id thr Suahi' Uivrr llasin to understand 
Mir nsi'S td lanil aiui wator, uses thai art' oltni run- 
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ARKANSAS-WHITE-RED RIVER BASIN - today and tomorrow 



SemtHur ou Land ami Water Use 



101? Elmwood Oftve 
Norman, Oklahoma 7306*? 



Dear 

We ure ploaf.ed to inform you that your Candida' - Ij^.-i i t-..-;; . ■ : to 
participate in the Geriiinar on Land and Water l :.r :oraorrow. A; au-Vhltc-- 
Re:i Rivor Basin, to be held at the Downtown Holiday Inn, i-Ort Jmith, Ark- 
i-r^orii;, Mtirch 17-1^-19; His qualifications should contribute greatly 

; thL' nuccess of this pilot project. 

Your cooperation has been most helpful, and we know that your support and 
continuing Interest will be of great assistance to 
when he undertakes follow-up activities in year area. 

fire in direct contact with 
in whom we ohall send all details of the Seminar, 

'.(Q look forward to a continuing cooperation between our organizations. 

Sincerely yours, 




■'ir.m\4ru f.y 
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own cor.irunity. 



Forms to be completed and returned, enclosed with the invita- 
tions to participants, are informal in tone yet convey firmly that 
those who attend accept the serious purpose of the seminar. 



PROGRAM: WHAT, HOW, AND WHO 



slu)w liiiii liow iuk\ wIkmv to find further information 
aiul help. 



The Program Coiumiitee p{;»ns tlie seminar pro- 
gram and invites the s|)eakers. Projeet goals anti 
program topics diseussed at the first meeting of the 
planning coniniiitee guitic the program eommittee. 
whieh presents its plan for diseussion and sugges- 
tions at the seeorul planning committee Tiieeting, 
f-requeni revisions of the |)ro|)osed progran:. formal 
letters [o speakers, and eomnuinication wnh plan- 
ning committee memhers responsible for printing, 
public relations, and arrangements are part of the 
program suheomniitiee's L-hallenging work. 

I he committee has an innnediate assignaient : to 
draw up a general outline of jirogram topius to he 
incorporated into the recruitment hrochurc or en- 
closed with (he recruitment letter. An interesting 
outline which captures the essence of the seminar 
and suggests its content will enhance the appeal of 
the invitation. Obviously, at this stage it will be im- 
possible to list speakers' names, 

rhe PROGRAM CHAIRMAN should be ;i mem- 
ber of the sponsoring organization and must be 
knowledgeable about the subject of the seminar. For 
the lAVVL'F' land am! water seminars, for example, 
a present or j)asi League of Women Voters state 
water rcst)urces chairman usually handles this assign- 
ment. The general chairman, the follow-uj) chair- 
man, and several experts from the planning conuiiit- 
lee serve on the program eommiitee, as tlo the pub- 
lic relalit)ns and kit chairmen, if geograpbs and 
funds aIK)W, 



rKO(;RA.M (OM i:m 

lo nuike experts of the |)artici|)anis is n> t the 
goal of the senunar |)rogram. Rather, the sc ninar 
should Iv designed to leave the partiei|)ants v.i'.h a 
sense of the breadth of the |)roblem; the complex 
interrelationshij)s of its environmental, soeiai. antl 
economic factors; ami the imjMM'tance of public par- 
ticipation in decisions. 

The challenge is to cover the highlights in three 
days in ways that awaken or enlarge a participam's 
interest, impel him to nuike elleelivc u.se of the in- 
formation |)rovitled by the jMogram and the kits, put 
him in touch with other pct^ple of like interests, .:nd 



PKOCRAIM FORMAT 

Although no format will guarantee a successful 
program, certain conditions are necessary: able 
speakers, a clear structural relationship between the 
parts, variety and change of pace, ample audience 
partieipatlt)n, 

A successful plan can be built around two major 
speakers, one philosophical and one informational. 
I'he first — the keynoter — will set the local or re- 
gional' situation or the problem (if. the seminar 
focuses on one problem) in broad perspective; the 
second will deal, from his expert knowledge', with 
one major facet of the seminar theme. For the rest 
of the program, vary the format. Use shorter talks, 
panels, films and slides, and small-group sessions, 

,Aftcr-dinner sessions arc an accepted part of a 
seminar, but they should not be too heavy or run too 
late. Everyone is grateful to have his time used to 
full advantage, but enough is enough, A major talk 
by a noted speaker will be well reeeivetl on the first 
evening, A short, lively talk, small group discus- 
sions, a film, or a series of inspiring and informative 
case histories might be a happy choice for the second 
evening. Or that evening could he used to bring to- 
gether small groups of participants from the same 
locality to diseu.ss its needs and how they can work 
together at home. 

Because participanty should have a rlumcr to par- 
iicipatr, provitle jilenty of time throughout the pro- 
gram for questions and discussion from the floor. 
List these periods on the printed program. Ex- 
changes between panelists liven up a program. En- 
courage them! 

In jilanning the |)rogram format, ample time must 
be allowed for coffee/coke breaks in both morning 
ami afternoon sessions, 

The program committee considers seating arriuige- 
menis for meals. Plans could be made to seat partici- 
pants according to area at one meal and to mix them 
at another. Packets t)f table a,ssignments could be 
given out at registration time. Or the committee may 
prefer not to make any assignments except to see 
that speakers antl ct)nunfttee distribute themselves 
widely. Topics for discussion can be placed at each 
lable if you wish to cmphasi/e the probleni-.solving 
iM'ientation of the .seminar, or one meal could be 
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reserved for discussion dI' ihcir problems by area 
groups. However, niealiinies :u'e really rioi salisl'ae- 
lory lor sessions at vviiicli tiecisions are lo be laken 
about goals or lollow-up. 



KI.KMKN'IS OF A COOI) Pk()(;KAM 

In liie luluealion r'unti land and water seminars 
dealing with a basin or region, program content falls 
into tiiree categories: information about water and 
the area, about governmental and legal institutional 
arrangements for water quality management, i\bo\\\ 
techniques of elfeetive citizen action. More specif- 
ically, these j)rograms are usually buill from the 
following elements; 

Kevnolc address 

I'hc keynote speaker may eomc from the aca- 
tlcmic. political, or govcrimient fields, or he may be 
a scientist, regional planner, economist, or conserva- 
tion t)nicial. 



Water in (he hasin or region 

1 Water (river, lake, coastal \vatcrs\ aquijcr) as 
a natural plwnonicnan and a\ a resource: how it 
serves man's neetls, how it has been developetl lo 
date. Several experts are needed who can explain 
the water needs of various segments of the total 
eomnumiiy--agrieulture. industry, numieipal. recrea- 
tion. pt)wer generation, transportation. Major exist- 
ing projects for Hood control, navigation, irrigation, 
ground water and land development in the region 
might be explained. 

2 rrojects and proi*rani.\ cttrrenily in preparation 
or planned in the hasin: not only dcvcU^pnienls on 
the water body proper are appropriate, but large- 
scale resitlcntial. commercial, ami industrial develop- 
ment, extractive imlustrics. highways, recreation or 
conservation projects, power plants, livestock opera- 
tions, even weather motlilication. Ail these tlirectly 
atlect the water resource ami arc appropiiatc to the 
prt)grani if projccied for the given area. 

Water law: constraints it imposes ou the solu- 
tions to problems, especially in the western IJnitctI 
States. 

4 I'.tleets id ee^>n^fnn{' develifpnunt: on the 



water body, its tributaries, the Imul they drain, anil 
on groundwater. Examples .of industries that have 
.successfully correcle\i their pollution problems or of 
development harm^^nious with environment are more 
elfeetive than dc>^'ripiions of harmlul examples, 
though these shoub^ not be glossed over. 

Institutional arranjj^*ments 

1 Relevant hfC^d, .state, and federal proi^rams: 
water management missions of agencies operating 
in the region. Whci*^' authority over a water resource 
has been delegate^^J lo a large private company, a 
power or irrigation ^-'onipany or a port authority, for 
example, that arranycmenl should not be overlooked. 

2 Lci^al jra/ne'^^'<^rk 

3 Rciiional arf'^fni^u'nienrs: what they are ami 
how they compare with others noteworthy for new 
or outstanding techniques. 

4 Water qualify: whose problem? A regional 
representative fron^ ihc federal water quality agency 
should be invited to describe his agency's operation, 
tools at its dispos^i^ problems of financing, coordi- 
nation, and enforcement, and danger spots. The cur- 
rent status of watei* quality standards will be impor- 
tant here as wel^ as overlapping or conflicting 
authorities between agencies and between levels of 
government. 

5 Piannifiii for ^he fnttuv: work and composition 
of any large-scale unii whether a public body or not, 
whose assignment includes jurisdiction over water 
resources. How will these future developments alTcci 
the local people iind their physleal cnvironmchl? 
What costs and benefus will these bring to all U,S. 
citizens? 

Presentations in t^iis section of the pr^igram should 
inelutle answers to Huestions about public input into 
government policies and programs. Is there an op- 
portunity for juiblic and oflieial weighing of social 
as well as traditioii^il economie cll'ects oi' alternative 
solutions to water P'oblems? Will governmental de- 
cisions be responsive lo the wishes af the majority 
of allectetl citizens'-^ Arc there gaps in jurisdiction or 
in execution of prt^i^.rams? Where ant! !u>w ean civic 
groups participate tlecision-making? Is there a 
ncetl to cut across jtiristlictiona! lines? 

IVcpiiration lor elVe^'^ive citi/en action 

1 Case ///.s^>//Vv of ('///re// action: successful or 



iinsiiccessl'ul-MfuUwhy examples of civic action told 
by persons who letl or par lici paled in ihc aclivily. 
Carefully chosen, ihcse accounts are siimulating, they 
show vivitlly what people can accomplish and ofler 
a welcome change til' pace, 

2 l*r()hh'in soh'in\> in stiiall i^roiips: a common 
lechnitjue lor stimulating each individual to think 
through a problem, Problem-solving groups give par- 
ticipants a chance to exchange ideas and to test their 
ovvn. (See p. 25 for techniques ol' setting up and 
handling problem-solving groups.) 

3 I'oalx and techniques of citizen dction: tailored 
to iU llic needs oi" cacli seminar's parlicipanls. 

Im)I1()W-ii|) 

IMans for keeping in eontact. gelling and sharing 
inlormatitin, assignment of initial izoals and immedi- ^ 
ale respt)nsihilitics, 

SKLKC I IN(; SPMAKKRS 

I t) make the complexities antl conllicts of a land 
and water situation clear to your audience, use semi- 
nar speakers tif many viewpoints. Avoid filling the 
program with et)nservalionists or overweighting it 
with industrialists and oHieials. Do use speakers from 
dilTerenl sections cif your area. 

,'I'ry io choose speakers who are expert in their 
liclds. fry. too. to choose speakers who value citi/.en 
cll'orl anti weletmie new techniques and subjects for 
conmiunily and regional action. If you approach a 
fetlcral agency or a corporation c»r business orga- 
ni/alitm l\)r a speaker, make clear your preference 
for a person who actually deals with the problems on 
which you want him to speak yet is knowletlgeablc 
in the whole field. A big name is not important; the 
man with the title may or may not have the informa- 
tion ytni are seeking. Nor is the public relatiiMis olli- 
cer usually the kind of speaker you want. 

C'onsitler the budget before inviting speakers. Will 
bringing someone fi'om a great distance use up too 
much of the money budgeted for speakers? Will the 
gtivernmenl agency pay the travel costs of its speak- 
ers? I-'ederal departments, and some states and cities, 
can pay travel expenses when their people speak, but 
retjuesis often exeecLl agency funds. Will the senator 
expect a large honorarium'? A n)embL*r of the U.S. 
C\>ngress ma> Iv willing to speak wiilunit payment 
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in his own area. A congressman from elsewhere will 
expect a fee. the size increasing with his prominence. 

Planning committee members will be able to sug- 
gest professors, businessmen, association people, etc.. 
who will talk over seminar plans with the program 
chairman and recommend possible speakers. Some 
subjects can be covered by faculty members from 
area universities or t)f!icials of local, state, or region- 
al agencies. Some parts of the program can be han- 
dleti by planning committee members. Speakers can 
help with more than one topic; for example, in addi- 
tion to giving his talk a .speaker can serve on a 
panel, act as moderator, or be a resource person dur- 
i;"g the problem-solving sessions. Don't overlook 
good speakers from the sponsoring organization or 
other civic groups. 

Try to check with ,somconc who has heard the 
proposed speaker. Do his manner and his presenta- 
tion hold the interest of his audience? Docs he speak 
to his topic and make his ideas clear? Will he bring 
fresh ideas for the seminar or give an old speech? 
Don't depend on the fact that he wrote a good book 
on the subject. 

When inviting a speaker, explain the purpose of 
the project, outline the program, and describe the 
size and make-up of the audience. Enclose a copy of 
the recruitment brochure. In the first letter tell what 
you wish the. speaker to discuss or what point of 
view you wish him to represent and approximately 
how much time he will have on the program. State 
unambiguously whether or not your organization will 
pay his travel and seminar expenses. If prepared to 
oiler an honorarium, state the amount you are pre- 
pared to pay or inquire what he will expect to re- 
ceive. The LWVP.P pra':tice is to pay travel and liv- 
ing expenses for speakers whose agencies, compa- 
nies, or organizations tlo not absorb the cost, but not 
to pay honoraria. 

Urge each speaker to come for the entire three 
days, or, if he cannot do this, to stay as long as 
pcjssihlc. Whether or not he fills more than one spot 
on the program, his eontinuetl presence will be valu- 
able in informal discussions and in answering par- 
ticipants' t|ucstions, rie may become keenly inler- 
cstetl. tlecitle to slay longer than he planned, anil 
lake pari in subset|uent activities! 

In ytiur correspondence after a speaker accepts, 
outline as speeilically as possible what you wish him 
to ileal with in his presentation ami the exact tune 
allottetl for it. Seiul him a tentative program outline 
showing what others will cover before ami after his 



lalk. If lie is lo be on u panel. Id hini know wl\o 
else is on il unci, in some clcluil, wIkiI you liave asked' 
cacli lo cover, 'i'ell panelists liic name of the panel 
nioderalor. Ask cacli speaker whether he will need 
any special equipment such as a projector, and if so 
what kind (and tell the arrangements chairman). 
Ask him lo send or bring 85 copies of his speech 
(this need not apply to the *'citi/en action" and fol- 
low-up speakers) plus any reference material he 
wishes lo distribute. 

Request his biography immediately and keep after 
him or his secretary until you get it. Request a pho- 
lograpii of the keynoter for newspaper use just be- 
fore the seminar. Then send these to the public 
relations chairman and the person in charge of the 
printed program and supply a copy for the person 
who will be introducing him. 

Before the seminar* speakers will need a hotel 
reservation slip, instructions for reaching the hotel, 
and any other advance information which is going to 
the participants. Take care that the arrangements 
chairman and program chairman do not each think 
(he other is .sending this material to the speakers. 
Both chairmen need to know how long each speaker 
expects to slay. / 

After the seminar, the program chairman or the 
general chairman writes a thank-you letter to- each 
speaker. 

PLANNING PROBLEM-SOLVING SESSIONS 

If — ^^as training for effective citizen action — the 
program is to include problem-solving group ses- 
sions, the program committee should draft the prob- 
lems well in advance of the serninar. Problems 
should not be too fanciful or too complex but should 
resemble real situations that participants might face 
in their own communities. However, problems 
should not be identical with any well-known, con- 
troversial issue. Frame questions accompanying the 
problem to stimulate discussion about what facts 
people need to have, where and how to g,t the 
information, which government agencies and private 
interests are involved, and how to initiate a course 
of action. 

Arrange for an experienced discussion leader and 
i\ resource" pe rs7) ri" f o f ch^grou p^ ' t lie 

discu.ssion leaders in advance; ask each to be ready 
with an approach to guide participants. At the Edu- 
cation Fund seminars. League members from the 



planning committee or present in other capacities 
serve as discussion leaders; speakers and expert com- 
mittee members serve as resource people. Because 
group participants always ask for more information 
about the fictitious communities described in the 
problems, a speaker or committee member might be 
assigned to each group to make up hypothetical an- 
swers to such questions. The three leaders in each 
group, but no one else, need copies of the problems 
in advance. 



Setting up the problems 

Problem-solving sessions are an opportunity to be 
creative — in planning the sessions and in working on 
the problems. As a rule, each group is assigned a 
different problem, for which it tries to work out a 
suitable and effective citizen response. 

One variation is to assign the same problem, with 
several alternative solutions briefly outlined, to all 
groups. Each group discusses the implications of the 
alternatives, fleshes out what citizens will need to 
do to implement each, and chooses one. 

Another effective approach to problem-solving 
sessions is to assign participants to small groups ac- 
cording to place of residence. To make this structure 
work, have each group, early in the seminar select, 
through discussion, and list the major environmental 
problems in its area. Later on, nearer the end of the 
substantive part of the program, each group meets 
again to revise its list and to focus on issues most 
needing citizen attention. These preliminary sessions 
lead easily into discussion of "What to do when we 
get back home." 

In a seminar concentrating on a single subject, 
each problem-solving group might work on a plan 
for problem analysis and a stcp-by-stcp strategy for 
problem solving, keeping in mine? the goals of citizen 
organizations and the technological, financial, legal, 
administrative, and other constraints on them. 



Reports from the groups 

After problem-solving discussion is well under 
way, each group appoints one of the participants 
(nof a speakeF~or conimitree member) to reporF 
orally to the entire seminar. Reporting, usually pre- 
sented with humor and imagination, stimulates 
groups to earnest application and changes the pace. 
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ITWO PROBLEM-SOLVING SAMPLES 

At the New l-nglaiul Coastal Wat^^ is Seminar, 
eacli small group examined a dif]ervnl problem. 
This was one group's problem: 

*To handle projected demands for inexpensive 
electricity in your area, your regional electric 
company plans to build a nuclear power plant. 
The proposed site is on your town's tidal marsh- 
land, 'and considerable acreage will be dredged, 
filled, or otherwise altered from its natural con- 
dition. Various groups disagree as to how much, 
if any, change and/or damage to the environment 
will result from the rise in water temperature of 
the estuary as a result of the power plant's use of 
salt water for cooling. A number of schemes have 
been advanced for turning the heat to constructive 
use. Fishing interests, conservationists, ecologists, 
power people all cite different sets of facts in 
support of their views." 

These were the accompanying questions: How 
could citizens get and evaluate facts, including 
information on possible accidents, disposal of 
nuclear wastes, etc? What are the alternatives for 
more and cheaper power? Are economic or bio- 
logic results of existing plants known? What local 
benefits or drawbacks might the nuclear plant 
.bring? Who will make the final decisions? How 
could citizens induence decisions? 

At tiic seminar on urban sediment and erosion, 
all the small groups examined the same problem, 
on the basis of these alternatives; 

1 Do nothing 

2 Local erosion control ordinances 

3 State law with local implementation 

4 Strong state law afTccting all jurisdictions 
equally 

5 National law requiring states to set federally 
approved standards. 

Eacli..alternative -.was on a separate, page. Ad- 
vantages and disadvantages for each were listed, 
with generous space for notes and comments. 
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Four minutes per group is ample time for each 
report, perhaps with a short period for comment by 
the whole seminar and the moderator on the groups' 
decisions. 



Remember these details 

Where groups work on dillerent problems, each 
group receives copies of only the one problcin it is 
to analyze. Number and mimeograph each problem 
.separately. Leave about fifteen copies of eaeii prob- 
lem unassembled for distribution to the group as- 
signed to it. Just before the reporting session dis- 
tribute a.ssembled sets to everyone so reporters need 
not waste time reading each problem aloud. 

Each participant's group assignment should be 
included in his kit or marked on his name tag. Un- 
less group discussions are intended to bring people 
from the same area together, the program and the 
recruitment chairman try to put stimulating com- 
binations of unlike interests in each group. 

Holding small-group sessions early in the program 
helps participants get acquainted and start thinking 
about .solutions to their environmental problems. On 
the other hand, problem-solving sessions scheduled 
on the second afternoon or evening make a welcome 
change from concentrated listening! 



PLANNING THE CITIZKN ACTION SESSION 

As citizen action is so closely related to follow-up, 
the program chairman may wish to ask the follow- 
up chairman to help plan this portion of the pro- 
gram. This last session is extremely important be- 
cause it offers guidance on what each participant is 
expected to do on returning home. However, it eoni- 
petes with fatigue and with the rush of departure. 
Plan it, therefore, to be dynamic, and let it be 
known throughout the three days that this final ses- 
sion is ^///-important. An enthusiastic moderator who 
can send participants home full of ideas and deter- 
mination is, of course, one key to success. 



Consider the participants' experience 

If the participant.s' experience in citizen action is 
modest, include talks and the opportunity for ques- 
tions on basic topics such as how to get the facts. 
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rcnch the public, build a committee, work with pui)- 
lic oflicials, use media, develop ellective spokesmen. 

If most participants are experienced in citizen 
action, gear this part of the program to their more 
advanced needs. How to create and work with a 
coalition of organizations or how to get official rec- 
ognition or quasi-oflicial status for a state or local 
citizen environmental advisory board wil! interest 
some groups. How to lobby eirectivcly will be useful 
to many. Tips on how to prepare persuasive testi- 
mony and arrange for appearances at hearings could 
be helpful. Ways and types of situations in which 
citizens may use the courts, as individuals or in 
class action suits, might be offered. Discuss how civic 
groups can communicate and coordinate simply, 
wrthqut violating each groiip^s independence and 
mode of operation. 

'*How-to'' sessions can be presented to an entire 
seminar or can run concurrently, each participant 
electing to attend the one most useful to him. Or 
a brief outline of all '^how-tos" can be presented, fol- 
lowed by work sessions. 

Sotnesuggesfions from pastseinmnrs 

Land and water seminars have used these devices, 
among others, in the citizen action session and found 
they worked well: 

A lawyer knowledgeable in environmental matters, 
spotlighting those provisions in applicable laws that 
citizens can use to accomplish their ends. • 
What other states or other groups of citizens in the 
general region arc doing, or what other seminar 
groups have done, followed by discussion of how 
to arouse and focus the public's concern. - 
Discussion sessions with the group divided by areas 
or jurisdictions, with each section reviewing where 
its area stands now, the gaps or weaknesses, what 
needs to be done, and where the pressure points arc. 
One way to structure this kind of area session is to 
ask a panel made up of a legislator, an offlciai, a 
specialist, and an experienced citizen leader, with a 
moderator, to lead di.scu.ssions for each jurisdiction. 
Analyzing weaknesses and examining strengths in 
past programs of groups represented at the seminar 

so thai future effectiveness could be increased. 

/ 

The stage is then set for reporting the immediate 
follow-up plans of each area group. 



CHECK LIST FOR 
PROGRAM CHAIRMAN 



Coordinate with general chairman of planning com- 
mittee 

Call first program committee meeting early 
Draft outline of topics to be discussed at seminar, 
to be part of recruitment mailing 
Develop a balanced program in detail 
Present outline, and, later, proposed program in de- 
tail, to planning committee for comments and sug- 
gestions 

Send invitations to speakers as early as possible, 
obtaining biographies and information on equipment 
required by each 

Plan small group sessions and draft "problems'" 
Give special attention to sessions on citizen action 
and follow-up activity 

Detail for each speaker his allotted subject, time, 
II nd place in program framework 
Supply on time all details for printed program 
Be sure publicity chairman is fully informed on all 
details regarding program and speakers ' 
At'^scminar,' kecp""elosc"*'contaet"'wi'insp^^^^^ 
moderators arrange briefings for their panels, and 
handle any program adjustments 
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FOLLOW-UP: THE MULTIPLIER 
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ward, lop nuist be cmphasi/.cd from the bcui: 

nini' 1! ji> anniiiii CDiiiniittcc. the suhconini! 
iCL's an ^cniinar s^-s-ions. Iliroughoul lu 

seijiMar ; tollow-i; • ily slunild su. 

need \\n /.CM aeiiviiy i- rue 
i 'H on 11 r niing hearings, on i 
• soon i< released or eu ten; 
\ . -Jeraiiiv sr.oiild inelude ho/ . ' 
pt liefer jmcl- to wliat oilier ... . 
are do;nL: should carry the eon 
-up possibilities. Planning com 
isi be especially attuned to mak 
•n during discussion periods and 
ations. 'I'he general chuirman. the 
program Ji. • nan. and the follow-up chairman 
work logcthc. to keep follow-up constantly before 
the planning committee. 

I'he seminar budget sboukl contain a dehnitc sum 
for follow-up activities. An absolute minimum is 
money enough for preparation, reproduction, and 
posta|,»e for two mailings. If a substantial anuumt of 
follow-up money is available, the planning commit- 
tee should make prt)vision \'o\' deciding how it is lo 
lie spent, 

Ihe FOI.IX.)\V-UP CHAIRMAN should be— or 
become— -well informed on the seminar's subject and 
on pending issues, be well acquainted witli giwern- 
menlal processes, and understand eflective aetiiin 
tecliniques. 

As a member of the program committee, the fol- 
low-up chairman will become familiar with issues 
suggested for seminar examination and will help plan 
the seminar sessions on citi/en actiim and follow-up 
(See p, 26). 

The follow-up chairman's work begins early — 
at the first meeting of the full committee. As the 
program shapes up and ojiportunities for productive 
citizen action are seen, the follow-up ciimmittee con- 
siders ways to stimulate and help all participants to 
work edeelively after the seminar. 

Ihc follow-up chairman has numen)us avenues 
for working with community leaders. Cienerally. tlie 
impetus for their activities comes from the partici- 
pants themseives, in the (iclds where they thcmseives 
see a need. The t\)llow-up chairman keeps in Uuich 
with participants ami encourages — and oecasicMially 



prods — ihem to carry out their pledge on lo!low-up. 

The chairman cannot, of course, be dniwn into 
every undertaking of the participants but is - riniarily 
a coordinator and source of information, owever, 
a creatise and imaginative chairman and c nmittee 
see many potentialities for eflective ac:. •! ^ind 
through Pmcly suggest "is and ^ ' :ourageii;:-r -he- - 
new projw • ..")oi\ star: Follovv-ur eh.? 

men, for ^ /- ...... ■ been cai lysts in sMu \ 

of environmuiiial ... inating e inmittees ara ..c- 
tion councils or ct : 



PRKPARAI IONS FOR FOI.LOW-IJP 

For cnective follow-up. the chairman work siti 
a committee of two or three others at leas- " .i 
seminar includes - oral states, a follow-up ch. n 
and committee 1\ jach is essential. The foil up 
chairman can enLi:ge the committee after the semi- 
nar by adding iraercstcd seminar faculty, partici- 
pants, or members of the sponsoring organization. 

Before arriving at the seminar, the follow-up 
chairman tries to become acquainted with the name, 
city, and background of each participant, having ob- 
tained a complete list from the recruitment chairman 
as early as possible, Pivrticipants meet the follow-up 
chairman when, near the start of the seminar, the 
general chairman introduces the subject of follow-up 
and its chairman from the platform. 

During the seminar the foliow-up chairman will 
want to talk with everyone present, making friends 
and building lines of communication. learning as 
much as possible about participants' interests, capa- 
bilities, and community needs. During these three 
days the state or city follow-up chairman and other 
members of the follow-up committee meet to flesh 
out follow-up plans. They set an early date for a 
post-seminar evaluation session, to be attended by 
all with responsibilities for follow-up. At this ses- 
sion, while impressions are fresh, the follow-up com- 
mittee can consider the aims and interests expressed 
by seminar participants, decide what is to be done, 
and who is to do it. 

Where follow-up funds are available, the follow- 
up ci)mmittec evaluates proposals for use of such 
funds. Usually participants and their organi^ations 
willingly support incidental ex penses of follow-up 
work, and seminars that t^pen significant new vistas 
often generate financial support for more substan,- 
tial follow-up activities. At first, thiuigh. the chair- 
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num p! ins io i)|)cralc within ihc sum ui jginiilly iv- 
%cr\cJ lor lnlk>\v-iip in ilic uvcrull seminar budget. 

HI roRniNG I Ili: SKMIWK 

\ lie tolhnv-up ehiiinnim and Iv^t et)ininiitee wili 
t" • J a recoal nf the talks and of discussion period^ 
iluable. In deciding whetlier w publish a summary 
r report on the seminar, tlie planning committee 
vunsiders: 

its cost compared to the hen.eCits deriveti I'roni 
pub" .ill ion 
who will use it 
who will prepare it. 

If a summary is [o be published, who is to be in 
Lhargc and wlu) will take the notes should be decided 
...riy. 

7"he most satisfactory system is to utilize both 
Tiotes ami liipc recordings. Notes supplement avail- 
;jnle ct)pies of speeches, are easier to work with (a 
L.i:pe has io be listened to and transcribed) and will 
bo reliable if taken by two persons for each session. 

Tapes, wll-indc.xrd as they are being made so 
ifuit tbe desired part can be located easily, arc a 
prccautitin for review of the discussioii periods and 
are useful to till in gaps in the notes. 



CHECK LIST FOR 
FOLLOW-UP CHAIRMAN 

Attend planning and program committee meetings 
Help plan program session on follow-up 
Become familiar with participants' backgrounds 
Consider desirability of and best format for a sum- 
mary of the seminar 
At seminar, get to know, participants 
Meet witb follow-up committee during seminar to 
assess potentials, make any adjustments in schedule 
for fol low-up session 

Hold post-seminar evaluation session at earliest pos- 
sible time to firm up initial plans 
After seminar, prepare and send follosv-up ques- 
tionnaires» mailings; belp witb newsletter 

After seminar, be available for suggestions 

If funds available, evaluate with foliosv-up commit- 
tee proposals for their use 



Af^RAf^^SEMENTS: 
i^^'^iERE AND WKAT? 



, )sr- I III: CITY 

: . : the city for tlie meeting, the plair*;ng 
5 niircv 3uld give high priority accessii iity 
' hoth Kcrs and participants. This is very im- 
. .ant. : ' r: will afTect the budget. Will most al- 
to* 'vo 1. f-ving? Will the majority fly? Come by 
If distances are long, avoid a locale 
>■ ;ai} • infrequent connections. 

na: hie mekting plack 

■ I^^^\NGEMENTS CHAIRMAN should 
; V nunc Is to compare rates and facilities, 
> M ' ' .:l convenience of travelers in mind. If 
r > ** -^cv Hying, an airport motel which is also 
c :]y a. ihle to participants who arc driving may 
b. he J s st convenient. Local participants should 
b^ ...raged from going home overnight, for this 
bi -c- feeling of group solidarity and causes 

then to iTiiss the benefits of continuous discussii^n 
anc ''u iipportuniiy to establish new connections. If 
nu>: : -'"cndees will be driving, an inn well away 
tVtni uy distractions may best serve the group's 
necd:x. Recommendations should be sought from the 
coninin^.w ftM' motels and inns whose price will lie 
wiihin the project budget. 

11 i. Lxnl university bas formal conference facili- 
ties, iitv.-siuv :c them. Tlrcy are usually reasonable 
in cc^r'i -Tuyu.cvcr» a dormitory olTcrcd during a 
sch.u^ "u-iLiiiuaiv may not pnovide the comfort or prop- 
er atnuf' for a good conference. Poor hotel 
faeiliues ma save money but they will dampen the 
whoit project. About 85 people (participants, speak- 
ers, and planning eonmiittcc) will be giving their 
time for two nights and three days. They should be 
comfoi*tabIe. 



Bel«rc viib; select a motel 

* I Chvck the meeting room being olTcrcd. Is it 
bi,^ cnoup^h for about 90 people (there will be speak- 
er ^rcss. and a few visitors to provide for), with 
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j UsiPi; 'ho brcadlh of the 
room ''Ips lo knit iJie 
J roup uclhcr. Space :tl 
: ihe If.. ;inU nt the sitit's 
' kUM be isetl for Uispl;i>s 
or rt'ff uMcnts. 
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lUiorii r aiul 



nieniary materials 
Mionlarv iiiak'rials 

I sfH'akcTs' pi ;u form 

Ms 



. elc. 




at Icasi parlicipaius sitting at tables, facing the 
speakers' platform? Participants, of course, have 
priority in ail arrangements, and chairs for speak- 
ers, committee members, anJ any visitors can be 
furnished at the rear or sides of the room. 

Is the meeting room pleasantly designed and 
deeorated? Do pillars block the view? Arc acoustics 
good? 

A slightly raised platform along one wall large 
enough to hold a panel of speakers is a must. Is 
llicre room for it? Can the motel supply one? Is 
there room near the door for n press table? Is there 
room for tables where pamphlets and copies of 
speeches may be put out? V/ill the displays he secure 
overnight? 

Check the ventilalion or the air conditioning. An 
interior room depentlent on air conditioning can be 
very stiiU'y between Seasons: a room without a ther- 
mostat, regulated only by an on-ofi switch, is very 
likely to alternate between being vc-v cold and very 
hot. Two or three days before the conference, the 
arrangements chairman should personally make sure 
the ventilation system is in good, and quiet, working 
order. On the day of the meeting it will be too late. 
2 -Chcck^ 'the "dining arrangcmcnls7"~A"~separiUe ■ 
dining room, away from other motel guests, is need- 
ed, preferably not too far from the meetim» room 



and equipped with round tables for no more than 
six or eight if possible. Long banquet tables stifle 
good conversation. If the dining room is adjacent to 
the meeting room, is the partition between the two 
thick enough so that the noise of clearing and set- 
ting up tables will not interfere with the meeting? 
Can this dining room he available for small problem- 
solving groups in the afternoon or evening? 

3 Check the menu possibilities and prices. With 
the exception of breakfast, all menus should be 
selected by the arrangements chairman ahead of 
time. Within the project budget, what does the motel 
suggest for lunch and dinner? 

4 Check facilities for no-host social hours, away 
from other motel guests. Social hours, reserved for 
the group, are an essential part of the seminar. They 
foster group feeling and draw the more retiring par- 
ticipants into discussions. Are there problems con- 
nected with serving or charging for liquor at the 
meeting'.site? Can special arrangements be made? 

5 Check sleeping accommodations. Arc bed- 
rooms clean and adequate? Will heating and cooling 
arrangements be satisfactory? You will need twin- 
bed double rooms, which are les.s expensive per per- 
S(Vn7 aiul 'a block of si ngles"7(X pi^^^ 

to pay extra for privacy, as well as for faculty and 
■special guests. 
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I'lnu] hoicc of motel is left U) the ilrra!ltionlCIr^ 
chairrna;' in CDiisuitaiiiJii with the general ^hainr. 
t)f the p iiiiiig committee. This decision iifU! 
made a^ 'un as possible. Specific dctalh ,shu'>'il / ' 
ronfinnc ■ hy the iiuuiai^cDiou in wntinii. Then ir..: 
arrangeii; Ills cliairnian should obtain all tlic fa: . 
necessary to prepare mimeographed room reserv - 
tion rorn]> anti travel direeiions to the motel. 

The a .mgements chairman, with the finance ov 
cer. wu-L out the procedure for handling the hoi. 
hills for ''Ml seminar (see section on "Money Mat- 
ters"). The kit given to each seminar attendee co - 
tains a ^hcei explaining the procedure clearly. 

OTHKR ARRANGEMKNIS 
RKSPONSiniLITIES 

Arrangements also include registration table, 
name tags, cotFee, tea and coke breaks, microphones, 
speakers' table, lectern, bulletin board, projectors, 
screen, ash trays, drinking water, display tables, 
blaekboiird if desired, and a typewriter for the press 
plus one for the cgmmittec. Panel mikes are desir- 
able for panel discussions. Do various speakers \va.:t 
dilFerent kinds of projection equipment? Arc th^*y 
providin: heir own projectors and optrrators? If x?.ic 
meeting-- ..e to be taped, provide >i tape rccordc:. 
tapes, ami a competent operator. Si me hotels ofTcr 
mimeograph services, handy for last minute lists, for 
room numbers of committee memini^rs, or for pro- 
gram amendments, for example. If ;.iot in the hotel, 
is reproduction service available neiirhy? 

Insist on verificatic^n from the hotel, two or three 
days before the meeting, that all equipment to be 
supplied by them is actually in working order. 

Name tags can be prepared as soon as registration 
forms are returned. Tags can be keyed by color or 
ribbon for faculty, committee, or participants. States 
also may be diflcrcntiatcd if the area covered is 
large. A "convention typewriter.'' which has extra- 
large letters is particularly good for name tags, if 
not available ask someone with large, clear printing 
to make them by hand with a felt pen. Name 
are useless unless easy to read. 

Name tags should give the home town and state 
as well as the name, as area notation helps a par- 
-JicipantJocatcahosc .with .whom.hc_will jyant.to work 
on local follow-up. But it is usually a good idea not 
to include on the tags the name of the organization 
represented. Informal exchange is easier and frcci* 



when unaffected r)v preconceived ideas. 

A chart showi ho wiM \k: present for each 
meal and for ca. ight, ^aohUs included, will be 
invaluable to the angemcnts ch:iirnian. Partici- 
pants will. With al:: \ no ex::jpii<Mi.-. be present the 
full time, biu spea*.^. come c ,:f ir and so do a few 
local committee m mners. 

Other us:jful w i.shccts ::n W crawn up and 
posted for easy ref. . nee to srrow vIki will be at the 
door, who is to be on the phuainr, when, who will 
introduce each speaker, who ieud and who will 
be resource person for each iLscussion group. Such 
work sheets will help all cominittec members know 
exactly where they arc to be during the seminar. 

At the seminar itself, the arrangements chairman 
keeps the restaurant management sxivised of last- 
minute changes in numbers to be served at each 
meal and checks bills for group meals and coffee 
breaks. The chairman is available for questions 
about expenses or room assignments and checks all 
room bills before forwarding them for payment. 

The main function of the arrangements chairman, 
though, is to see that everything runs smoothly and 
to settle any difficulties unobtrusively. 



I CHECK LIST FOR 
ARRANGEMENTS CHAIRMAN 

Work closeH with general planning chairman 

Select motel or hotel early. Get firm commitment in 
writing regarding prices, accommodations, facilities, 
and services 

Draft room reservation form, :2nd travel directions 
iiif desirable:., to be mailed to parfcipants 

I Work with program chairman or special equipment 
for speakers 

Arrange for microphones, raised platform, tables, 
and so forth 
Choose miinus 
Arranptllnnanic i:a.gs 

With sn32iiml chaintrjan prepare clear written instruc- 
tions n^ganiitng pcjymcnt of hotel bills for manage- 
ment, casliiircr, ci^mmittee and participants (see 
"Money Matters'^ 

Check working or^cr of equipmrr^ before seminar 
Handle all details al: seminar (sei:"~At the Seminar'') 



33 



31 



KITS AND OTHER MATER:^LS 



Haviiiir cniiusjih puh ..;.iiitins at i scmina: : ^:::u 
L\iusc no worry. Rather, ihc problcn s (o sck tn. 
fc V ht'sl and most use:::! items fror iIk* \vaaUt> v: 
[vmiphlcls and Hycis -liable, nwon ng the tcn^rjia- 
(1)11 h) put intti ilie scn:.ji;ir kit an iu i on each uh- 
ijci of interest io the ^ linar group 

f he astute KITS C\\ IRMAN will hold dowi: 
siye of the kits by pers . ading ilie planning corrnrTi: 
lee U) include only the choicest malcriais thai r^i:v. 
directly to the theme .> [he conference and supt'.if- 
nieru information given ri the seminar sessions. H'x^ 
ticipants have liitic linu or reading during the s. mi- 
nar. I'hercfore, kit mainnials should be chos.cn niLiin- 
ly with an eye tc^ follow mp activity aher particip ms 
return home. 

Kits also contain seminar information: 
the program 

biographies of speakers — unless in program 
lists— name, address, telephone number — of 
participants and planning committee, and some- 
times of nt>niinees who could not be invited but 
may be drawn into follow-up 

financial instructions 
travel reimbursement forms 
check-out information 
information about the hotel 
e va I ual ion q ues t i o n n a i re . 

It is the kits chairman's job to write l\r ;arnplcs 
and for price and quantity information ano -place 
the orders. Planning committee members viclp by 
lending sample copies of items the\ vugges^ for ^. ti 
materials and arraniiing for quantit\ i^nr^es h 3tel^j:} 
at no cost or at a ciscount. Many or;4:nttzar ir-.r .:;if{^ 
willing to give suflicunt copies of tivjir punc-ir!, 
for seminar use. 

The kits chairman writes naiiunal orgaiiy.^incH;. 
such as the League of Women TnUcrs, key iiutDs.- 
iries, and conservation organiza^tsMis, explamirj: 
nature of the projec: and requesirng samples of -run- 
lications suitable for kits. Professors, local indu.srrnal- 
ist.s. and associations are asked for suggestit^rrs. Suue 
and federaT agencies can furnish publications. Hc- 
gitmal t>rtices of the Rnvironmenial Proteclitm Age:^ 
cy, the Departments of Agriculture, Interior. Hou>^ 



ing and Urb::i De\v"f.)pment, and the Corps of En- 
gineers have i.i is relating to land and water 
use. 

Participani are no more likely than other people 
to read long ukI cjniirely technical pamphlets, hut 
they will be eaiur tlw, actual, accurate material, well 
presented by rdKif^!^ sources. Include at least one 
light piece. 

As soon as tliv p ..nning committee approves the 
selection, the kii^ lirman starts to collect needed 
quantities of the ::rr:s, for it is almost inevitable that 
one will be out c: rrinl, another won*t be free after 
all, and that sorur: nisadvenlure will befall a third. 
A large volume f<r:f luiierial must be stored, so de- 
cide early on the ,aii.dress for delivery. 

Assemble kits east the day before the seminar, 
one for every per :.r present, including faculty, com- 
mittee, special guee >. and press. If kits are not iden- 
tical — if, for exarmle, people are to receive only 
their own state's Wi cr quality standards and regula- 
tions — label each kr: with the individuafs name and 
present it to him when he registers. 

SUPPLEMENTARY MATERIALS 

Some attendees will bring publications for dis- 
tribution at the seminar. Place these along with sup- 
plementary materials obtained by the kits chairman 
an display tables where those who wish may take 
.tr^. They -will! A separate table can be reserved 
fcT- copies of srceches if there is not room at the 
p::i:ss table. Lf ^ainie items are being Jenl and are for 
V- aminalio-^ r^nsy, put them in a special area, con- 
--.ricuously n,. ,ed. 



DBPLAYS 

Disipiay.. are also the responsibility of the kits 
diiiirman. Some an;^ solicited, and others are ottered, 
il'lsplay^ .;uJ to thir cstiractiveness of the setting, but 
Ikeiiiisc id "^p-dcc rxndtalions, the chairman needs to 
pliiiur Mine rc^strixiriDni on the size or number that 
c;rrT be iiu^'tcpted. 

Do pur ; large, caiarly marked map at the front 
H> tlie principal riitmhgxoom. IL^^ 
rtnvcd, make a huE^ rough outline map on news- 
print, with lettering -fiat can he read from the back 
of the room. 
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Control Act (v-nth 
^olicy Act (Public 
:hc River unci Hnrnor 
Act (Public L::vv 



USEFUL KIT MATERIALS 

General article placiniz water (juality and other 
resource prohlenis in a broad perspective 

Basic federal laws 

F-e.'j^^ral Water Pollution 
m t recent amendments) 
Nijonal Environmental 
L;:i ^ ^)l-i9()) 

use Act (section 13 oi 
Ac- of 1899) 
W id and Scenic Rivers 
^i-542) 

Chart plus explanation of the hydrologic cycle 
U,S, (icological Survey primers on water 
Environmental Protection Agency leaflets and publi- 
cations 

Information on regional water resources, quality 
problems, management arrangements, governmental 
programs 

Survey- , studies, plans for the area: a map 
Mater<:a i>n each state involved: a model state la^'^ 
Publications of environmental, industrial and techni- 
cal organizations, including information on resource 
recycling, land use, energy 

Material on an important topic omitted from the 
program because of time 

Studies or articles on categorical problems pertinent 
to the area, for example, oil pollution, toxic sub- 
stances, erosion and sediment, floods and droughts, 
offsh'jre .funerals, vegetation, mining 

Aiii^ .nizen action, including lists: 
of recommended films 

of local, regional, state and federal agencies 
with responsibilities or interest in water man- 
agement 

of citizen groups active locally or nationally in 
environmental afTairs 

-Glossar-vof- water rcstuircc terms 

Bibliography 



ADVANCE HOMEWORK 



A mild assignf jnt .icvance homework ^stimu- 
lates participants lo think ..oout the coming seminar. 
It also provides backgro'i:nd and vocabulary which 
they would otherv,;ise not ^Irjrc. 

rhcrefore, the kits chairman mails one or two, but 
no more than three, fairiy simple items to arrive 
about a week before the seminar. 

Among the pubiicaticins suitable for this purpose 
arc the following titles :Tiai:^>yished by the Lciiiiuc of 
Women Voters oi ihe Lniied States: 

Population Production Pollution 
Who Pays for a Qcan Stci::am? 
Where Rivers Meet thc-St:a 

So You*d Like to Do Sorr:cthing About W arcr Pollu- 
tion. 



CHECK LtS"^ FOR KITS CHAIRMA^I 



Select pamphich x\ reports for inclusion m kits 

Order S5-I()() of each 

Send advance h;MMr^'-c^T:k if desired 

Compile ' 'hliog iiphy or list oi liims, if desired; 

'.it ccver^j disiirablc, label indiv'ddually 
]iartic:i :int. facrilTy member and planning 
L\ mcmr ;r 

minar materials (e.g.. biographies, instruc- 
inelusion in kits from subcommittee chair- 



-Purchas 
fcr evur 
commir* 
Obtair 
tions) p. 
men 

Have kits stufled and ready day before the seminar 
See that kits are delivered to hotel 
Arrange display tables, exhibits, and map 
Arrange tables with other liternture for examination 
i^r taking by participants 

A: semirtar. handle-distributioa of speeches and any 
supplementary material 
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PUBLICITY 



News ahDiu (he seminar can sliniulalc public 
interest in l;nul and water dccisicins. emphasize ihc 
citizen's ri)le, and identify tlie prtiblcms of a region. 
Ihe seminar iriv.js representatives of the press an 
opportunity li^ get acquainted with community, in- 
dustrial, and prDtessionai leaders active in environ- 
mental atfairs and to discover new information, out- 
looks, or leads fur future articles on water quality 
ami land use. 

At the lirst meeting of the whole planning com- 
mittee, the PUBl.ICITY CHAIRMAN starts to com- 
pile a list of newspapers and radio and rV stations 
to receive news releases before and during the semi- 
nar. Ask planning committee members for names 
and addresses of media in their areas and names of 
the best person to reach — editor, news editor, en- 
vironmental reporter. Don't overlook area magazines 
and weekly newspapers, college papers and stations, 

public broadcasting stations, talk programs, and 

it the region is large — media from urban centers not 
represented on the planning committee. 

The publicity chairman works with the general 
chairman and the recruitment and program chair- . 
men. .As the seminars arc not open to ithc general 
public, advance publicity that makes people want to 
attend is undesirable. Concentrate on news rclca.ses 
about participants and on media coverage of the 
seminar sessions. 



DURING THK PLANNING PKRIOI) 

Alter the first planning committee meeting, the 
publicity chairman sends a release la the home news- 
papers of each planning commitiiee member, an- 
nouncing that he or she is serving, explaining the 
piirpixse. scope, and sponsorship of the seminar, and 
giving the title, approximate dates, and place of the 
meeting. 

When participants have accepited. prepare a similar 
release on each participant ar^ send it to his local 
papers To help die publicity chairman, ask par- 
licipnTrrv^m list on their' a^^ nanfes."' 
addre^-cs. .and environmental reporter or editor of 
the newspapers (including weeklies) in their areas. 

34 



Later, when the program is \iriual'y complete, 
the publicity chairman goes in pci-son ic> newspapers 
and to television and radio stations, tuks with the 
environ-nenial reporter or news ed;j m' i^t the editor 
on smaller papers), asks to have reporcrs assigned 
to cover tlie entire seminar, or — if liia! impossible 
— specifically re^;r:iniends two or :;'ire. particularly 
newsworthy highlights. 

Possibilities for interesting the vii^:'. or television 
stations in some facet of the ,seniirj:ir program are 
numerous. Educational broadcasting srnr.ions may be 
interested in lanmg the program. Bo- - :hey and the 
commerciai si:^:; ?ns ^an record interviL..-s or provo- 
eative discussions set up between ivvi ir more of 
those attending. 

A brief ncw^ sruory. which can be datej lor release, 
naming two or itax* of the principal speakers, their 
topics, and sonuthing of interest about the par- 
ticipants is lef: T.^rth the paper or broadcMsting station 
and sent to those thai cannot be visile, personally. 

In urban een:<.'rs ihcse contacts sh he made a 
week to ten day., before the ,seniinar. A much earlier 
approach is better for dailies anc. weekJ^s ir. siiialler 
towns. For a jr^iulariy s.cheduied tel-)^:iswn show 
(not news) thai -rjgh: '^f- interciniied o covmng the 
seminar or inter* iev.ying o- .. of nie parrctipants. start 
advance work al-u-r six weeks hcforu ihe seminar. 

Make a reininde: ; L-phone c.u\ U: J.' a\edia a day 
or two before the ^•^::i::r: 

It's worth the; er(nir to asK majcr sa^rakers for 
advance texts :md r. [trreparc ic.iu:ases onr the most 
newsworthy for di-iiniTcrtion durin:g the st-ninar. For 
an advance story on tire day the scimnar ojryens, fur- 
nrsh:;papers in the se-nmar city \^-itli a rclcitse focus- 
ing on a major spea*;cr, probably the keynouer, with 
biographical daf.a aiK; a photogrr.::;h. 



DKALING milM 11^ VmiSS 

Broadcasting and press pemple wo^:. nn deadlines, 
ihey appreciate Ix'ing notified in adv.axiee of a func- 
j^ui find nm the pcrscnvs schtidtilc and, never, 
interrupt him when his deadline is ncariir=!^:. Organize 
your information and present it concisei' . highlight 
interesting features and names. 



Since it is expensive Id assign ;i reporter lo o;ie 
meeting lor three ihiys. a news editor will need some 
persuasion to give niaxinuini etn'erage to tiic semi- 
nar, ir a new stutly is to be unveiled, frcsli facts pre- 
senletl, ov new proposals tor regional cooper::{ion 
niatle. point these out, 

Bear in mind that 1();()() a.m. to 3:00 p.m. are 
the hest working hours for reporters. Find out the 
deadhnes for morning and evening papers and T\' 
programs. Remember that unless something is e\- 
ireniely interesting, the lime it takes place will strong- 
ly alleet whether it is covered and the story pub- 
lished. 

If a paper sends a reporter to cover the full 
seminar, it will expect to pay his expenses, but it is 
customary to invite reporters who do not slay over- 
night to be seminar guest.s at group meals, md the 
publicity ehairman exteniis this invitation, 

A 1 rili: SKMINAR 

■j'he publicity chairman greets reporters. >wes t! at 
each has a kit, helps them meet people and get tK.ir 
niaterial. 

Reserve a suitable table for the press in the semi- 
nar meeting room. The publicity ehairman or on^- of 
his committee should be at the press Table at all 
times, ready and able to answer reporter^' questions. 

Although these seminars are not large enough lo 
require a regular press room, provide a typcwrhcr 
and have in mintl some place for the reporters to unc 
a phone, Provitle copies of a general release or a fact 
sheet about the seminar for reporters to take. Give 
them copies o^ a speech as the speaker begins. 

If a speaker is a national figure, the local press, 
ratru\ or television will probably wish to interview 
him, Thrtuighoul the seminar the publicity chairman 
ami her committee members watch for leads for 
local-interest stories arising from presentations and 
discu.ssions and alert the media to interesting local 
personalities. The publicity chairman encourages and 
arranges interviews and provides a suitable place tor 
them. 

If possible, prepare a final conference wrap-up on 
the spot, for immediate distribution to media unable 
"to-:Uteiul. Give eopies-of-this-overall wrap-up to par-^ 
tieipants and eommitlec members to use with their 
local nietlia as the tirst step in follow-up w.licn they 
return home. 



[TWO SAMPLES FOR NEWSPAPERS 

ItO announce planning COMMIITEE 

{Ncifnc}, of (residence), has been appointed to the 
planning Committee tor ''Sediment, Our Wasted 
Wealth," a seminar on land and water use problems 
to be held May 25-27. (Name), (ori^anizatiofu title). 
joins other professional anti lay experts and leaders 
of the League of Women Voters in the region in the 
Organization of the three-day seminar. 

The meeting will focus on soil erosion anti silting 
caused by urbanization. Building construction and 
roadbuilding are major problems in all rapidly devel- 
oping areas and arc especially severe in Maryland, 
Virginia anti the District of Columbia. 

Noting that sediment is by volume the principal 
water pollutant, Mrs. (general chairman) said, **Un- 
controllcd development and urbanization is pouring 
over a million tons of sediment into the Potomac 
River per. year. .Sediment has destroyed half the 
oyster grounds in the Upp(jr Chesapeake Bay." 

The seminar will be the 16th in a series which 
began six years ago under a grant to the League ot 
Women Voters Education Fund from the OfTicc of 
Water Programs in the Environmental Protection 

I Agency. The others have dealt with major river, 
lake or coastal basins of the country. Their purpose 
is to stimulate citizens to take an cflectivc part in 
land and water resource decisions. 

TO STIMULATE COVERAGE OF THE 
SEMINAR 

(Name, titU\ and residence) will keynote the .Snake 
River Basin Seminar to be held June 3-5 in Boise, 
(name of chairman) announced. 

During the three-day event some 90 community 

I leaders, speakers, and planning committee members 
will interact in an elTort to bridge the gap of under- 
standing between citizens ami the land and water use 
experts. 

(f'roi^ram chairman) called faculty outstanding and 
explainetl that views presented in panels and discus- 
sions will eontlict . . . 

"Meeting in small groups participants wfll define 
basin-witic land and water use problems, then set 
priorities for action in their own areas." 

A Tuesday panel on (subject) will feature . . , 

Thursday participants will question how the Snake 
can be kept a healthy river through citizen action 
and use of the 1969 National Environmental Pro- 
tec ti on „.Ac.t,__ .To pies., j n cl ud c . JegisI a testifying, 
enforcement, and citizen input. 

Faculty members from the Boise area are (names). 
Out-of-Idaho faculty includes (names). 
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CHECK LIST FOR 
PUBLICITY CHAIRMAN 

Send press releases: 

to iheir local papers annoiineing appoininienl oi l 
eoiDniiilee members j 
to participants* local newspapers 
Arrange any preseminar publicity advisable 
Help program chairman compile biographical briefs 
on speakers for printcti program 
Notify area media of dates, speakers, program con- 
tent, purpose of project; urge coverage 
Prepare fact sheet for reporters covering conference 
Prepare reiease(s) based on advance text(s) of ma- 
jor speakcr(s), if desirable 

At seminar: 

Greet reporters; see that they have kits, texts of 
speeches before delivery 

Help them get facts and interviews; provide type- 
writer and space 

Advise arrangements chairman about reporters' 
meals 

If newsworthy developments occur, write and dis- 
patch release 

Prepare wrap-up release on entire seminar, if feasible 



PRINTING AND MIMEOGRAPHING 



The general chairman of the planning committee 
needs to be in close touch with printing and mimeo- 
graphing, so arrangements should suit her conveni- 
ence. These services should be budgeted for, though 
nonprofit organizations are sometimes fortunate 
recipients of contributed art services or of discount 
or at-cost work from commercial printers. 

For reproducing materials to be sent to the com- 
mittee, photocopying may be easiest. Most cities, and 
many public libraries, have centers or businesses 
where copies may be made at 50 per page. When 
only a few copies arc needed the cost will usually be 
less than the cost of cutting and running a mimeo- 
graph stencil. 

For mimeographing or nuiltilithing. line up sonn^- 
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one on whom you can depend and give him advance 
notice of quantities and deadline for each work 
order. 

It is recommended that at least 100 extra copies 
of the recruitment brochure and the final program 
be printed. Both arc useful in follow-up activity and 
in answering queries about the project or about the 
work of the sponsoring organization. The Education 
Fund, for example, asks for 100 copies of brochure 
and program from each of the land and water semi- 
nars it sponsors — and never seems to have enough. 

LIST OF ITEMS I O BE REPRODUCED 

Special stationery, if desired 
Agenda for each meeting 

Minutes, including list of committee, with addresses 
Notices of . each planning committee meeting and 
final instructions, if any, to committee before seminar 
Recruitment brochure, usually printed (otherwise 
nniltilithed or offset program outline and names of 
planning committee members to accompany letters 
of invitation to participants) 
Nominating form, if used 

Letter to organizations requesting nominations (if 

one of these methods is used) 

Lists giving thumbnail sketch of each nominee 

Letters to nominees .selected as participants 

Individualized letters to nominees not selected as 

participants 

Individualized letters to all organizations that nom- 
inated participants, whether or not nominees were 
selected (if this method was used) 
Acceptance form 
Room reservation form 

Draft program (two or three will usually be drawn 
up) 

Press releases 

Problems for small group discussion ( 100 copies of 
each) 

Final program 

List of selected participants who accept, with home 
address, affiliation, and name of nominator 

List of those nominated but not selected, with, ad- 

dress and nominating organization (for use in fol- 
low-up) 

Financial and check-out instructions 
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SECRETARIAL DUTIES 



Sonic sponsoring organiziitions will he iibic to 
detail. a paid secretary to handle work lor the semi- 
nar and to allow use of oHice facilities. Others will 
be less fortunate, in these, a planning committee 
niemlK'r conyeniently near the general chairman is 
needed to assume duties of the secretary, such as 
arranging for mimeographing and sending notices of 
meetings, preparing other mailings (agendas, draft 
programs, instructions, etc.) as proposed by the 
committee, preparing minutes of some committee 
meetings, and helping write thank-you notes to all 
faculty and planning committee members at the close 
of the seminar. At the-seminar itself, she may act as 
recorder, with help from other planning committee 
members. 

Since it is dillicult, time-consuming, and risky to 
mail materials Ixick and forjh between a chairman 
and a secretary, if no nearby secretary can be re- 
cruited from the planning Jdmmittee the chairman 
should make other convenient arrangements. Typing 
help for the general chairman and the recruitment, 
program, and perhaps the publicity chairmen should 
be in the buduet. 



Travel 

Planning committee meetings: transportation; food 
and lodging 

Subcommittee meetings: transportation; meal 
Seminar: transportation for participants, committee, 
and speakers; meals and lodging for participants, 
speakers, and committee 
Miseellaneous local travel 

Other 

Consumable supplies, including printed stationery, 

if desired 

Printing 

Reproduction 

Clerical help 

Postage 

Long-distance telephone 
Rental of projectors, etc. 
Kit covers 

Publications for kits and for the committee's research 
Follow-up 

Report or summary of proceedings, if desired 
Newsletter? Other mailings? Postage 
Evaluation-cum-follow-up session for committee 
Other meetinus? Hall rental? 



MONEY MATTERS 



in money matters the pattern is cut according to 
the cloth. Whether you can oflcr all, or only part, 
of all attendees*.' expenses will depend on the funds 
available for - your seminar. Decisions between 
mimeographing, printing, ditto, and photo-ofTset, on 
the quality of stationery, and on reimbursement to 
ctimmittee members for such expenses as long-dis- 
tance telephone calls, postage and local travel (taxis, 
parking, mileage) depend on your budget. 



PRKPARING THE BUDGET 



Consider the following expenses in preparing a 



seminar budget. Will seminar funding cover them? 
Must they be omitted? Can they be met in some 
other wav? 
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Overhead 

If the project is conducted under the auspices of 
a central organization which has .received and is ad- 
ministering a grant, the sponsor will require a per- 
centage for its indirect co.sts (overhead) and for ex- 
penses incurred in connection with the project. 

Costs of meals and lodging are relatively easy to 
calculate after the location and approximate number 
of persons is known. Include gratuities and taxes in 
your multiplication. 

To estimate travel costs, get round-trip fares from 
air, rail, or bus lines, and automobile mileage from 
a representative selection of cities to your site. 
Terms of most grants require that Icss-than-first-chiss 
travel must be used when available. Follow your 
S^- ntral or ganizatio n's guidelines whc n set] ing a per- 
mile figure for automobile travel reimbursement. 
Then figure the cost of the likely mode of transporta- 
tion from each place, not forgetting tips and taxis 
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FINANCIAL INSTRUCTIONS 



CofTHiiunity Lejdert, ConfL-renct* 
Coostal Unds and Watery* of f 



Eng ) and 



Jhii Leoguu of Women Vejtors Education Fund will pay expe 

follov/s for port i ci p^jnt*. and committee mem-ers at 
inminrjr. 



HOTEL ACCOHMOOATIONS 

A shared double room 
cind Wednesday nightti, 

MEALS 



s allowLMj for each pttrson for Tu-bday 
Apr I 1 7 ond 8. 



Meals provided by the Education Fund include luncheon €^nd 
dinner Tuesday. April 7; three meals Wednesday. April 3; 
and breakfast and luncheon Thursday. April 9. All luncheons 
and dinners vh 1 I be group meals. A $1.50 breakfast is al- 
lowed; pay any amount over $1.50, sign the breakfr-jst check 
and have $1.50 placed on your hotel bill. 

WHEN YOU CHECK OUT OF THE HOTEL 

Check out time is 12 nor.n. Ask for your bill at ' ^e de-.l. 
and pay any charges over those allowed by the Education 
Fund. For example, the difference between a single and 
double room if you asked for and received a single room 
(53.18 per night), telephone calls, room service, and extra 
nights, etc. Sign the bill and leave it with the hoteK 

IF YOUR AGENCY OR ORGANIZATION WISHES TO PAY YOUR EXPENSES 

Some organizations and participants have asked if they may 
cover a participant's expenses. All unexpended funds in 
the conference budget will be used later on for follow-up 
projects in local communities. Special a r rar-rjemen ts may 
be made if you wish contribution of your ex^.-ense'; to be 
deductiDle for income tax purposes. 

If you or your organization pays conference -^-penses, please 
handle your hotel bill in your usual manner. If you wish 
to arrange for tax deductibility, see Mrs. Richard Roberts, 
who will advise you of the proper procedure. 

TRAVEL EXPENSE 

Round trip— actual plane or bus fare; 9 cent^ per mile for 
the driver of a car. 

Should you require reimbursement for travel e3<pen5es , pick 
up a travel voucher at the seminar registration desk. Fill 
out and return to Mrs. Richard Roberts before the end of 
the conference. Please note any participants who drove 
with you if you came by car. A check will be sent to you. 

PLANNING COMMITTEE MEMBERS will handle their expenses as 
they hove in the past. SPEAKERS who need expense vouchers 
may pick them up at the conference registration desk. 
Please note this one exception to the above arrangements: 
the Education Fund provides single rooms for faculty 
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nnd ciinncctin;! travel, :ind multiplying by the niim- 
hcr you think :Tiuiy conic from that general area. This 
will d\c you . Working budget which may be re- 
fined iLitcr whjn more specifics are known. 

I>L' sure io m:ike these initial calculations before 
vou promise all-cxpenscs-paiJ seminar. 

I£ i-NDLING THE MONKY 

For a one-dniL- project of a local organization, it 
is advisable to establish a project bank account and 
appuxr- one person to act as budget officer and 
Treasur:::r, 'Oiiis person pays the bills, staying within 
the budget, ;iiiid makes a full financial report when 
thr -" .^iect is completed. 

I i^v: .entrai organization will probably allocate a 
set %{irj for the total expenses of the project and 
wii3 -:gn the local portion to the planning comniil- 
ice nudget. The Education Fund provides budget 
guide:firu:s, indicating kinds and extent of allowable 
expcusc^s, and instructions for record-keeping and 
for LixLv hunting; designates the procedure for request- 
iiin- -i::iinnihuTHcemem; and pays the major bills for the 
-CTixnu's k sponsors. 

S^ixih an arrangement, like the first, "requires as- 
iiiirnn:]3]-:irii of financial responsibility to a member of 
-i-ii:: h:eal planning committee. In Education Fuiid 
.iL'miaars, the chairman usually assumes this respon- 
sibiliry. All bills, requests for reimbursement and 
an\ requests for advances must be sent to the chair- 
mar. or his designee for iipproval and forwarding to 
the: cii-ntral office for payment- A running account of 
expenditures must be kept, as it will be referred to 
freqiucTni}'. 

For Education FuntI environmental projects the 
national office ^;upplies vouchers to be used in re- 
quesTinig payment. Other organizations should pre- 
pare Jcrms, in duplicate at least, on which to request 
reinimuirsement or account for advances, if they are 
mui^n fiuTni.shed by the spon.sor. One copy is for the 
rttizinhLT of the Ic^al committee with financial respon- 
siinifity (referred to as ^^linance officer" in the follow- 
]mn paragraphs). 

he fo3nm should carry instructions for itemization 
imd: receipts, bills, or memoranda required. 

Jndudr two copies of the form in each seminar 

P^'t'-^^^ns to be remibursed .Jill_ouUand--.return 

b(nh copies to the fmance officer, who verifies and 
pays .^T keeps one copy and forwards the other to 
Jhur sponsoring ...organization, -if- it-i.s- handling pay- 
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mcnt. riic linancc otViccr should be at the seminar 
to answer questions and to collect the vouchers. 

PROCKDURKS FOR PAYIN(; 
TIIK HOTEL BILLS 

Arrangements can usually be made with the hotel 
management for each seminar guest to sign his 
hotel bill, which may then be charged to a master 
account for the seminar. In this way only travel ex- 
penses, breakfasts, and meals en route need be reim- 
bursed to the individual. A similar arrangement, with 
a master account, should be made for meetings of the 
full planning committee. The arrangements chairman 
and the finance ollicer should have a clear under- 
standing with the management, confirmed in writhig, 
on items (telephone calls, room service, extra meals) 
to be paid by individuals and those to be charged to 
the master account. 

If it is the planning committee's policy to allow 
only the cost of a shared double room, then arrange- 
ments ft^r payment for the diircrcncc between single 
and double rates, by individuals desiring single 
rooms; must also be clear and firm, 

It should also be settled in advance that the ar- 
rangements chairman and the finance olliccr will 
receive from the hotel the total bill for meals and 
lodging, with individual room bills and restaurant 
checks for each gr(ujp meal attached. After the bill 
has been checked and approved, it is paid by the 
finance otVicer or forwarded for payment by the 
sponsoring organization, whichever plan the latter 
has approved, 

Clear instructiiMis for handling the above matters 
should be prepared for the cashier and desk person- 
nel, Clear instriictions should be included in each 
kit on how to sign the hotel bill and how to vequest 
reimbursement for other expenses. 

KKKIMNC; RKCORDS AND AC( OUNTINC; 

All connitittvr nivnilurs should hv instrurtal at 
flu* hcj^iunini* t*j tlw plannin},* prritul ut kcvp all hills, 
vtnwhns, ytuhs, trccipfs, tclvphonr hilLw milca!>*v 
nTitrds, etc, fat which they will ink mnihnrwnwnt. 

Accounting for monies received under a grant 
must be made in the format retiuired by the donor, 
I 'or its environmental projects, for example, the 
liducation Fund maintains the ollicial books and pre- 



pares formal accountings for submission to the grant- 
ing agency. 

The chairman needs to know what has been spent 
and how much remains in the various categories in 
the budget and therefore also keeps accurate records. 

The task will be eased for both the project chair- 
man and the central office if local recordkeeping is 
set up so that individual items may be recorded 
under category headings corresponding to those in 
the budget. The finance olliccr will want to difTcrcn- 
tiate between bills forwarded for payment, itemiza- 
tion of expenditures for which reimbursement will 
be requested, and requests for advances. 

To sum up, bookkeeping procedures should be as 
simple as possible, but detailed enough to: 

1 record which payments have been requested 
or made; 

2 give current balance in each budget category; 
and 

3 provide records needed for the formal fman- 
cial report to sponsor or donor, convenient to the 
format required for the submission, 



CHECK LIST FOR FINANCE OFFICER 

Draw up budget 

Set up procedures for approval of expenditures, 
financial record-keeping, and paying bills 
Check and submit bills lo central organization 
With arrangements chairman, have clear written un- 
derstanding with hotel management on arrangements 
for payment 

With arrangements chairman, draw up financial in- 
structions to go in each kit, with copies for hotel 
manager and cashier 

He sure reimbursement request forms are in kits, if 
those attending are to be reimbursed 
At seminar, be available for questions, check hotel 
and meal bills 

Make detailed financial accounting 
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I AT THE 



SEMINAR 



Illi: AnilKNOON AM) KVKMNC; HKIORK 



An ;iir of oxciicmcnl prevails :is the climax of 
inonilis ul* prcpiiralitin nciirs. This is ihc lime lo 
check all :irrani:cnicni.s ami set all siiznals al "go." 
F.acli coniniidcc chairman is busy with tinal prepara- 
tions. The arranttenicnts chairman goes over all de- 
tails with the hotel management and makes sure that 
proceiliires lor hilling ;ne set up as [planned. T'he kits 
ami display committee arrange supplementary atid 
sample puhlications tables and tlisplays. T he pro- 
gram and rccruitnicMt chairmen check periodically 
with the hotel mnnagemeni to learn it' any speakers 
or participants have arrived ;ind can be welcomed. 

T hu general chairman and the full planning eoni- 
niiitce meet to rini throuuh the whole phin, making 
sure all details are arrangetl ami each member's 
seminiir tluties understood. 



rhysiciil iirnin^ciiKMit.s to <ioiiI>Ic-chcck 

1 .Arc tables in meeting room arranged in rows, 
with chairs at each place? 

2 Is the raised platlorm for speakers in place? Is 
it lotii; cntnigh for a patiel group? Wide enough for 
a curvet! or arrangement o\ the panel? 

^ Do the micrt^phones and prt^jectors work? Is 
the screen placed where all c;m see it easily? 

4 Is air conditioning working prt^[K*rly? Are 
there curtains \o shield the grnu[) fri^m the sun? 

5 Is the rcgislratitin table set up? .\rc name lags 
arrangetl alphabetically'.* Are the mechanics set to 
run smoothly? 

6 Are kits stulTed ;muI in alphabet ieal sutler? 

7 Are ilisplay tallies arraugetl? Is extra space 
available and an area with sample items for tlisplay 
or examinai ?on only conspicuouvly piarked? Is each 
such item marked'.' 

8 Will colfee service and setting U[^ and clearing 
for meals be handled tjuietl)' without tlislurbing 
seminar sessions? 

Ate PUJ'S.S ami DISPLAY tables marked? 



10 Are mimeographed problems ready for the 
problem-solving session? Are complete sets ready 
for distributitin at the reporting session? 

11 Will arrangements for the no-host social area 
afford all attendees a pleasant place to mix freely 
and talk informally? How will drinks be paid lor? 

12 Where will the small groups meet? 



Details for final review at a i)rc.scnrnuir 
committee meeting 

1 Is a conuiiittce member assigned to be major- 
tlomo. keeping everything on time (starting sessions, 
getting people hack from colfee breaks, meals)? 

2 Who is to man the registration table? (T'wo 
the lirst day and tine thrtnigh the second day,) 

3 Who is greeting each arrival? 

4 Who is extending greetings to open the pro- 
gram? Who is introducing the lirst speaker? Subse- 
quent speakers? Who chairs each session? 

5 Mow are you letting speakers know their time 
is running om? 

6 Will the general chairman or the program 
chairman explain to moderators the points they need 
to know aboiu comluctiUg their panels? 

7 Who is to lead the discussion at each small 
groufi .session? Who will be .serving as rcsinnvc per- 
sons? Mow are discu.ssion leaders being briefed? 

8 How arc participants to he assigned u^ small 
groups? 

^> How ami when are stale groups being brought 
together? 

10 /\re there some important questions that 
shoidtl be asked of the speakers by the conimittec 
members if ati issue has not otherwise been aired? 
WTio will ask the cjucstions? 

11 Who are assignetl as note-takers for each 
session? 

12 Who is going to ofvrate tape recorders, pro- 
jectors, and lights? 

13 C an the kits chaiinian or someone on his 
ciMimiiitee remain near the tlisf^lay section? 
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14 What is Iho plan for scaling at meals? 

15 Who Is lo be al the dining room tloor lo sug- 
gest scaling and see that speakers and experts do not 
cluster? 



CURTAIN UP! 

Expect a few crises; it is a rare function that 
comes ofT without at least one. But all details have 
been taken care of before opening day and every- 
onc*s duties have been reviewed at the planning 
committee meeting directly prior to the seminar, so 
the chairman is free to cope. 

Cireetini; participants, speakers, and guests 

An informal and friendly tone can be set by grect- 
ers at each door; if several, so much the belter! 
Post one weleomcr near the hotel registration desk. 
ColTec and rolls available during registration help 
people meet one another. Recruitment committee 
members should be near the registration and coffee 
tables. They know names and organizations of par- 
ticipants and can do much to make them feel wel- 
come. Program chairman and eomniittec members 
should be watching out for speakers. 

Instructing tlic Moderators 

Unless all moderators can meet togelhcr, the 
general chairman or the program chairman (as de- 
cided earlier) explains to each moderator, soon after 
he arrives, how the conunittcc cxpcels his session to 
operate. Ask each inndcrator get his speakers or 
panel members together briefly before their segment 
so all hear the ground rules and duplications can be 
eliminatecL lUil such a meeting must not become a 
dress rchearsaL for this detracts ^n^\\^ the iiveliness 
of the panel presentation. 

ScssiiMis are exciting when speakers and panelists 
engage with one another and when spirited inter- 
changes develop from the audience. Ask nuKlcrators 
lo encourage interchange, especially of unlike views» 
bul lo miwe the discussion ah^ig before it becomes 
acrimonious. Ordinarily, miulerators slunild not al- 
low the same participants or faculty to speak re- 
pealetlly or at great length from Ihe iloor. 

Remind moderators iu)l to forget the eolfee 
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breaks. Sometimes a short stand-up break during 
each morning, but especially in the afternoons, is 
useful. Remember what Confucius say: "The mind 
can absorb only what the backside can endure.'* 

Keeping on schedule 

The general chairman, the program chairman, and 
the arrangements chairman will be watching the 
time closely, but it is best to avoid much mention of 
keeping on schedule. Participants should not feel 
pressed^, though they must be reminded of when to 
be where and that sessions will start on time. 

Keeping' on schedule will coll for a firm hand on 
the speakers, hut there is perhaps no single other 
duty so important to the success of the conference. 
Speakers will not resent having to relinquish the 
Iloor at the expiration of their allotted time // time 
limits are enforced for everyone and with good 
humor. Using a timekeeper preserves program bal- 
ance, is a courtesy to speakers scheduled late in the 
session, and preserves time for discussion sessions. 

Encourage speakers to make comments from the 
podium and from the floor during audience partici- 
pation periods, for these experts are often aware of 
relationships not apparent to laymen. However, the 
moderator will need to avoid letting the experts 
monopolize the discussion. One of the main purposes 
of the seminar is to bring the participants together 
for exchange of views, and they will be scattering 
once the seminar is over. Try to preserve the full 
time you planned for the discussion sessions. 

Be flexible. Not only may last-minute adjustments 
in the program be necessary^ bul they may be desir- 
able. n\ for example, a pariieipant shows some spe- 
cial insight pertinent to the discussion, let him have 
a niinute or two on the platform. This kind of in- 
formal use of participants strengthens the cohesive- 
ness of the group" though flexibility should not be 
allowed to totally disrupt^tbc schedule. 

And, finally, .the chairman needs to allow about 
five minutes during each day for announccn^enls. 
These will include financial instructions, location 
and hours o{ meals, check-out instructions, where- 
to get copies of speeches. Most of this information 
will be in the kits, but some people will neglect to 
read it. Copies of speeches should not be distributed 
before the talks arc given, except to members of the 
press, as noted in the preceding chapter, and to the 
seminars note-takers. 




FOLLOWING UP 



fnfornicti nnd clfcciivc f(illow-up by participants 
in their own communities is really tlie whole goal 
of tiic seminiir, F-"'oIIo\v-up is emphasized from the 
heginnini; — in plannini; eommiliec, subcommittees, 
and seminar sessions. Suggestions on how to earry 
on citizen action arc built into the program. At the 
seminar, slate and area groups make plans for keep- 
ing in contact^ for getting ami sharing information. 
Before departing from the meeting, each state and 
local group considers what is lo be done next and 
who is to do it, i^articipnnts leave the seminar ready 
to imparl their concern lo others. 

Helping participants see and recognize immediate 
and potential needs and opportunities for follow-up 
is an important responsibility of all members of the 
planning commillce, ft will occupy many informal 
conversations as well as those formal sessions devot- 
ed lo citizen nclion and follow-up. 



vvii/vr IS F()Li:6\v-iip 

Vkc ranie of possible and feasible types of cili/cn 
acliv'uics is rapidly growing, and many opportunities 
to act on levels not previously accessible to citizens 
"MiTC enicrging. Simaliancously, the interrelalionship 
beiwecn water cjuality. air pollution, hmd use. energy 
production, agricullure. industry, and lranspi>rlaliou 
has bect>me evident. Major resource and polhilion 
problems have a large siK'ial and political content, 
and consetiiicntly, in our denu>cracy. the natural 
environment is everybody's business. 

Opportunities for acting to protect or impnwe the 
cpiality of our water resources and our enviri>nment 
extend well hcyoucl thr inmiediatc rt>le of the voting 
citizen and member of civic i^r conservation groups, 
liusinesses. industry councils, banks, religious de- 
nominations. Iabi>r iUuou<, arc other organizations 
that can inllnence giwerunienl tiecisions alfecting the 
environment. Company executives, engineers, or em- 
ployees can act more directly by persiuuling theii' 
corporations to manage their own waste water more 



clfectivcly and to safeguard environmental values in 
their operations. Some participants will be drawn 
from these Helds; all have such orgaiiizations in their 
communities. 

The paragraphs which follow may be useful not 
only lo the follow-up committee but to other com- 
mittee members in their guidance to participants. 



KKKIMNG IN TOUCH 

A newsletter is one of the best tools for passing 
along new information and ideas as well as for keep- 
ing everyone informed of participants* activities. The 
Education Fund, for example, prepares and mails 
LAND AND WATER ROUNDUP twice a year to 
attendees of the latest scries of seminars. Through 
brief notes on what various participants arc doing, 
it reports a variety of activities which in turn give 
ideas to other groups. As space permits, ROUNDUP 
includes short reports of new legislation on water 
subjects, major governmental appointments, studies 
or reports, notices of meetings or hearings, and re- 
views of books and films, 

A newsletter used for follow-up for a more local 
audience could include much the same sort of in- 
formation but cover local matters, hearing schedules, 
and so forth, in more detail. 

If funds for postage, publications, or reproduction 
are available, the chairman can mail reprints of im- 
portant new articles, pamphlets, citizen guides, data 
on regional plans and projects or bond issues, smn- 
maries of issues slated for public hearings, or notices 
of important meetings to participants. 

If a follow-up eonrerence is being organized, even 
very preliminary plans make exciting news for the 
Ncminar group. 

A c|Ueslionnaire, sent to each attendee a couple 
t>f months following the seminar and every few 
n)nnths thereafter, makes it easy for participants to 
report lo the follow-up chairman and also reminds 
them that others are interested in their progress. 
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COHMUWITY LEADERS COriFERENCE 

Coastal Lands and \/aters of New En^^land 

Box 51? 

South l7olUleot, Mass. 02663 



POST-CONFERENCE ACTIVITIES REPORT 

(Pleaae fill out corapletely. Use back of report, if necessary^ Include clippings 
and pictures, if available.) 

I. HAVE YOU SPOKEN TO ANY GROUPS ABOUT THE COASTAL ZOfE? 
List organizations and special details. 



II. HAVE YOU PARTICIPATED IN FIELP TRIPS? QRaANI2ED AIfY? 

l/hat organization sponsored the trip? Describe the trip. 



III. HAVE YOU ATTEiroED AI^Y HEARII«3 ON COASTAL Sa^E HATTERS? 
Agency holding hearing. Date. 
Did you testify? 

Include' a copy of your testimony. 



rV. HAVE YOU ATTEIfDED ANY ^LEK^ING C0NCE2NED V/ITU THE COASTAL ZOTE? 
Name of orgnnisation? Date- 
Subject of meeting. 

V . HAVE YOU BEEN APPOIWTED OR. ElSCTED TO ANY GCVERNhEKTAL BODY INVOLVED 
ll\ LAND OR l/ATER USE? 

Give name of agency, area of r^ponsibility and your title. 

VI. HAVE YOU BEEN APPOINTED OR ELEC'^cJ) TO ANY PRIVATE AC5E^^CY INVOLVED IN 
Li\ND OR \/ATER USE? 

Give name of Qffency, area of responsibility and your title. 

VII. ILWE YOU l/RITTEN FOR PUBLICATION ANY IbXTERIAL ON THE COASTAL ZONE? 
Send copy of material. 

Publication. Dnto. 



VIII. DO YOU HjWE any PROJECTS YOU './OULD LIKE TO ANNOUNCE? 
rx. ADDITIONAL COMMENTS. 

None AddreaB 



T'Mvn ^ Stnto Zip^ 

Period covered from . to 



IIAIL TO COM^iUNlTY LEADERS CONFERENCE, nOX .513» SOUTH l/EIJLFLEET, »IASS. 02663 
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CHOOSING A COURSK OF ACUON 

In the course of the seniiiKir. parlicipniils will dis- 
cuss specific waier quality and land resource prob- 
lems in their area and the region's immediate needs. 
These may be sewers, a new treatment plant, en- 
forcement of zoning ordinances, financing enforce- 
ment of an adequate plan» more funds for enforce- 
ment stafT, pollution from an important factory, ex- 
cessive runolT or pollution from roads, sedimentation 
from road-building, from housing development, from 
bad agricultural practices, logging or . overgra/.ing, 
runoff from feedlots. 

Next, groups should ask themselves what they see 
as ioiig-ierm goals for their region. A land use plan? 
Regional planning? Flood plain zoning? Urban 
renewal? River basin planning? An improved water 
supply? Protection of grounti water? Adjustment of 
principles governing water management? 

Should civic groups foci:, on one specific or 
Work across the board? Some groups face clear-cut 
local problems, easy 'to ticMnc. Other group, face 
broader problems requiring a state-wide or rcrr.onal 
solution. 

In either case, having selected their pro^^icm. 
those who have attended the seminar will incv^iLaibly 
need to gather more facts — an excellent assignment 
for a committee. In addition to the technical, scien- 
tific, social, economic, and political factors of any 
issue, they should know the applicable laws, regula- 
tions, and procedures and should get acquainted with 
the administrators. It will help them if the problem 
can be examined first-hand with people of differing 
viewpoints. Community leaders will want to find out 
what stutiies and planning projects are underway 
and get the reports. They must investigate where the 
power to remedy or improve lies, learn about the 
people who have tieeision-making power. They can 
get help, reports, and information about programs 
from slate personnel. Ihey could make a survey of 
open space, sources of pollution, conservation ov 
aesthetic values, etc. They should understanti the op- 
pc^silion and its sources. 

Weighing these various conslderati(^ns lights the 
way to the most productive courses of action; 
whether to 

hiiilil public awareness i 

cnnnouijc discussion and try to resolve ccmflicts 

support (or oppose) a specific proposal 

rohthuw to back an existing program, appropria- 



tion, enforcement, etc. 

prod otlicinls to attack a problem 

rnc(>iuvi>(' an official study or planning project 

support steps in implementing such a study or plan. 

BUILDING FUBLiC CONCERN 

If the initial course of action chosen by a partici- 
pant or his group is to build public concern about 
a problem, they must next choose their audience and 
their means. 

Meetings can be planned: for leaders whose sup- 
port they hope to win; for the public, with elected 
officials present to observe support for the issue; 
an organizing n^^cting, with reporters present. One-, 
two- or three-day conferences for a selected group, 
perhaps; statr legislators and officials; workshops; 
briefings; giv-^ee tours; a serks of programs or ex- 
tension cour:js in conjunction with university. . mu- 
seum, librar water resources institute, or state or 
local agenci:. — all are follow-up possibilities. 

No list of ^vays to communicate can pretend to be 
complete, bui any group planning a program of ac- 
tion will consider spcakcr.s for meetings, slide pres- 
entations, radio or television programs, interviews 
and spots, documentary films, literature stalls, port- 
able displays, mailings of pamphlets and flyers, an- 
swers to common objections, legislative information, 
newspaper and newsletter stories, and background 
information for press use. 

Help participants appreciate that through these 
.u:.vities they arc helping to inform the public by 
offering scientific and technical information in terms 
people can understand, and that — through the 
seminar — they are acquainted with many articulate 
persons who bring a wide variety of points of view 
to the issue, 

Opportimities are everywhere! 



l AKING PMRT IN THE PROCESSES 
OF GOVERNMENT 

Ct^mmittee members can encourage participants, 
and they in turn other citizens, to demonstrate the 
public interest in an issue through attendance at 
hearings and meetings of boards, legislative com- 
mittees, city councils, or other responsible bodies 
when environmental matters arc to be discussed. 
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Citizen leaders should ask to be put on lists to be 
notified of hearings — both local and regional — 
and sliould urge loeal media to publiei/.e and eover 
them. 

Maintaining contaet with oflicials at all levels en- 
ables eivie leaders to feed them ideas, information 
and eitizen views. If the citizen group establishes 
itself as rclial)|e and responsible, officials may well 
eome to seek its views on nuitters before them. 
Questionnaires to candidates for oftice are useful in 
getting information to the voter and as a basis for 
going back to the person eleeted. 

Encourage citizen groups to make .ne governo: or 
mayor aware of their concern when he is appointing 
members to an en-ironniental couneil, water board, 
or zoning commis ion; they may suggest noniinees 
^or these positions, f lelp them see why citizen groups 
that have a plan :or solving a particular prcblcni 
should go first to their mayor or cwuncil, to cciisu't 
them and ask for their support. They will h;:Ye a 
better chance of suecess if the oflicials can mui:^- the 
plan their own! 

HIK COALITION OR COORDINATING 
COUNCIL 

The follow-up committee can help participants 
see the value of the intcrorganization coalition, 
whether it be a coritinuing organization or an ad hoc 
arrangement, whether it be geared for action or 
serves primarily to collect and disseminate informa- 
tion. 

I'he coalition or coordinating council can be a 
powerful instrument, multiplying the elfcct and di- 
viding the work. elfeeti'>c coalition includes not 
only a nucleus ♦»! ihc principal conservation organi- 
zations in the region but a variety of organizations 
whirse differing interests give it broader appeal. xSueh 
a coalition could in time receive quasi-oilielal status 
as advisor to the executive of the area. 

A coalition makes it possible to enlist more help- 
ers, make more news, reach more people, use olli- 
eials' time more eiliciently. Its larger resources may 
make it possible to keep up with the meeting sched- 
ule of all agencies dealing with stream or air control, 
to publish a fact sheet about state agencies and laws, 
to prepare a digest of bills, to retain counsel, to eom- 
nussion an Independent engineering report, to linance 
an eci)logieal inventory or a scientific study of the 
regit)n. 



An adjunct of the coalition is the technical ad- 
visory committee comprising experts of several dis- 
ciplines. Such a committee can evaluate the scientific 
and technical aspects of major water resource pro- 
posals for the coalition, for example, and the results 
of its studies can be presented to the appropriate 
government body and the press. 

A major advantage of the coalition is that it 
facilitates citizen representation at hearings, which 
are becoming more numerous and more technical. 
The coalition can draw on its pool of resources in 
translating scientific, technical, and legal information 
into a lay exrbnation of how the citizens' interests 
will be afTee:^ by a given proposal. The coalition 
can provide i^iv niembers who wish to testify informa- 
tion on procedures to be followed and, if the subject 
is a teehnici i one, can conduct workshops on the 
subject mattrr or on preparing appropriate testi- 
mony. The coalition is in a position to bore in on 
the topic from; many sides. It can line up panels to 
testify on diferent aspects, recruiting specialists on 
each, and at the same time earn the gratitude of 
legislators and other officials for reducing repetitioiu 

Still another advantage of a coalition arises frora 
the scale and complexity of environmental problems. 
Even for loeal problems, solutions must often be 
regional and interdisciplinary. The larger, more het- 
erogeneous group can cultivate the wider support 
required for the larger scale solution. 

To encourage formation of intcrorganization 
groups a follow-up chairman can tap her own 
sources (not forgetting seminar committee and 
speakers) for information to pass along on organizing 
and on what other citizen coalitions or coordinating 
councils are doing. 

KVOLVING CITIZEN ROLK IN AN 
KVOLVING FRAMEWORK 

Fumdamental changes in concepts of land and 
water values and of citizens* rights are occurring. 
Long-accepted economic precepts are being scruti- 
nized in a sociological context that iicwiy encom- 
passes environmental amenities. Giant industries such 
as transportation and power generation, formerly re- 
garded as exclusively economic phenomena, are seen 
as directly and greatly alTeeting environmental qual- 
ity. Laws, doctrines and formulae which have gov- 
erned the use of water, though deeply rooted in tra- 
dition and in history, are recognized as inadequate 
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today. Land use is becoming ii major issue. 

It is a time of ehnnge for the governmental frame- 
work too. A provision of the National Environmental 
Protceiion Aet of 1969, wliieli established a strong 
national policy for the proteetion and enhancement 
of the natural environment, requires that every pro- 
posal or recommendation 'Tor legislation and other 
major federal actions significantly alTccting the qual- 
ity of the human environment'' be accompanied by a 
statement on the environmental impact of the pro- 
posed action. These impact statements, as they arc 
called, prepared by federal agencies, arc available to 
the public by law and afford new and important op- 
portunities to ensure that environmental values are 
properly considered in resource decisions. 

Citizens nuiy obtain a copy of a draft or final im- 
pact statenicnt by writing directly to the agency pre- 
paring the statement, or may order statements by 
number from the National Technical Information 
Service (NTIS) of the Department of Commerce, 
SpringlickK Virginia 22151. The price is $3 for a 
statement of up to 300 pages, S6 for statements over 
300 pages. Order numbers may be obtained from 
the 102 Monitor published by the Council on En- 
vironmental Quality, or from the Semi-Monthly An- 
nouncement of the NTIS, Scries No. 68, Environ- 
mental Foiintion and Control. {Copies of federal laws 
may be ordered by number from the Superintendent 
of Documents, Washington, D.C. 20402.) 

The establishment of the Environmental Protec- 
tion Agency, grouping together in one organization 
six formerly scattered pollution Control ofTiccs, has 
stimulated The foi aialion of similar umbrella agencies 
i^n the slate level. How their own states or regions 
are organized for control of pollution and whether the 
arrangement could be improved is a question to which 
participants might address themselves. 

Participants might want to consider whether a 
particular free-flowing river in their state could ap- 
propriately be included in the National Wild iind 
Scenic Rivers System, thus protecting it from harm- 
ful ciicroachmcnt. ^I'hey might want to work for 
establishment of a comparable state system. 

IIIROUGII THK COURTS 

New concepts also arc evolving in the law and in 
the use of the courts, and more environmental issues 
are being referred to the courts. 

*l*he developing principle that the public is an 



interested party in legal actions involving such mat- 
ters as pollution from an industrial plant or struc- 
tural alterations of bodies of water has opened a 
new channel for expression of citizen opinion and 
influcnec. As environmental law evolves, citizen or- 
ganizatioT?in may increasingly decide to join together 
for purposes of litigation. 

There is a further trend in legislation and in court 
decisions to establish the principle that an individual 
citizen may file as a party likely to sufTer environ- 
mental injury. Individuals in some instances may file 
class action suits on behalf of a large class of simi- 
larly affected citizens. 

Another technique, which does not involve the 
substantial costs that must be borne by the party to 
any suit and which is often appropriate, is to file a 
brief as amicus curiae, that is, ^'friend of the court,'' 
presenting the citizen group's point of view on an 
environmental charge or complaint, usually in agree- 
ment with and with the cbnscnt of the plaintifl, A 
brief filed in this way may raise questions not posed 
in the plaintiff's brief, which reflect the particular 
concern of the group and to which answers arc 
needed. A group must seek permission. of the court 
to file as amicus curiae, 

A lawsuit has many audiences: the court, regula- 
tory agencies, the press, the public, other environ- 
mental organizations, the scientific, business, and in- 
dustrial communities, elected officials and legislative 
bodies. In its larger context it can be viewed as part 
of the political process. 

Litigation may often not be appropriate, but if no 
other alternatives seem to be cfTcetive, citizens should 
consult lawyers in their own state for guidance. If 
II group receives apparently contradictory advice 
from diflercnt sources, it should consider its goal 
carefully and let that guide the decision, keeping in 
mind that a lawsuit is a long process, requiring not 
only funds but scientific evidence, witnesses, and 
much volunteer time to assist the lawyer in prepara- 
tion of the case. 



niK IMPORTANCK OF FINANCING 
KNVIRONMIONTAL PROTIXTION 

Financing water pollution abatement and water 
(luality protection is a subject on which citizen wishes 
should be expressed more vigorously. The citizen role 
in passage of bond issues for sewer lines and .sewage 
treatment plants is well known. It has undoubtedly 
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het'ii duL* io ilic pul^lic's \'oicc thai biinkcrs in tMic 
Niiiic ailnpicil a pollulion l-(k1c; ihui in another ihcy 
now dHci" anlipollulion honds; and ihal in a third 
they L'siahjjshocl a public interest fund trom whicli to 
make low-iniercsi Ukuis I'or public interest purposes 
ineUuiiiiti pollulion control installations by industries. 
Scntinar participants shoukl he encouraged to ex- 
amine i;i.\ policies which encourage land and water 
development rather than watershed protection and 
to support ;ip[)rojM-iations I'or water pollution ahate- 
nieiu programs. 

S I A I i: AM) L(K AL A(*U()N IS l lli: KKY 

It has become increasingly clear that despite the 
many important federal programs designed to achieve 
envir^Munental quality much of llic job must fall on 
slate governments. In nearly all federal environ- 
niental programs, the task of implenienling and en- 
forcing pollution control plans is a slate or local 
function, l-cderal water ami air pollulion laws rc- 
tpiire public hearings where cili/cns may voice Iheir 
wishes regarding the quality t^f air and water they 
tlesire and ways io achieve that level, f low bis stale 
tirgani/.es itself for water cpiality protection, whether 
the ptnvcr to regulate an activity is to be separaJcd 
frtini the power to promote it. lunv legislative, police, 
anil cntt)rcenient autluiritics are to be divided — all 



these are very much the eitk;:ns* concern. Yet pas- 
sage of a law* is only the first step. Implementing the 
law. monitoring its application and enM>rcing its pro- 
visions — arid tmancing eacli t)f these processes — 
are the long, hard chores, 

Citi/.en action in water quality matters ranges from 
stulling envelojx's with notices of a meeting, or carry- 
ing placards at that meeting, to developing and sup- 
porting ti complex regional plan based on scientific 
and legal studies, to promoting needed alterations in 
basic national policies. As seminar participants think 
about what they should do, they may be tempted to 
feel that some kinds of problems and son^c kinds of 
elU)rt are small and insignificant, that others are be- 
yond their strength and competence. It is true that 
opportunities and talents vary widely. However, citi- 
zens should remember that just as they often need 
professional help in developing solutions to their 
communities' environmental problems, expert solu- 
tions require popular support to he put into elleet. 
To control pollution elTectivcly, oHicials need the 
backing of the citizenry as much as they need an 
etlicfent plan to execute. 

The e fleet iveness of the national elTorts to safe- 
guard and improve the (quality o\ t:!fc eriNUimnient 
resK on >h.;:iiL\l re^ptmv.l^ility anunvg government and 
business as well as among the various levels of gov- 
ernment. It rests equally firmly on citizen support 
and action. 
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